
State of Califorria

Memorandurn

Date:

To:

From:

F-ile No,:

Subject:

IÌ usin ess,'f ra tts¡tortation and [IousÍtl g rlgenc¡'

Decenber I 1, 2008

Golden Gate Division

DEPARTMENT OF CALIFORNIA HIGHIVAY PÄTROL
Golden Gate Divísion

30t.13026

COMMAND PROCUREMENT INSPECTION

During the rnonth of Decemb er 2008, a cornplete assessmellt of Golden Gate Division (301)

procuren'Ì€nt process was conducted by Lieutenant Traci Lemas and Selgeant Greg Crippen. The

internal assessme¡t was conducted at the direction of the Special Services Cornmander, Captain

Craig Oliver and included the review of pulchase requisitions, X-nuntber program, Coutracts,

and Cal-Card prograrl.

Thirteen Cal-Card files wele inspected and determined to be in compliance with policy contained

in I{PM 11.2. The only discrepancy noted fi:om the inspection checklist was tlte lack of CI{P

78S, Conflict of Interest Statement. Tliis fonn is requiled to be filied out by each Cal-Card

holder and ruaintained in tlieir Cal-Card fìle, All thirteen Division Cal-Card holders were asked

to cornplete the form and place it in their fîle. This was verified by both Lt. Lemas and Sgt,

Crippen. Discrepancy cleared,

Division personnel responsible for the Contracts, purchase requisitions aud X-number program

are all veiy well organized and rnaintain appropriate documentation. All file.s were in order and

included an extensive paper trail, I believe this can be attributed to on-going and updated

training provided by Ms, Tina Cook.

T. R. LEMAS
Lieutenant

aHÞ Ã1u/Þ lPêr, I 1.ÂÂì ôÞl ô74

SaJety, Servíce, atd Securit¡,



. 
Statc of C¡lifolnia

Memor¿lnduln

Date: Decernber 16, 2008

To: Golden Gate Division

Ilrrslness,'lì'ansportation a¡ld I'Iousing Agcttcy

Frour: DEPARTMENT OF CÄLIFORNIÄ HIGI{WÄY PATROL
Golden Gate Divisiorr

File No.: 301 ,I 1485.CI{AP3EXDOC

Sr.rbject: COMMANDINSPECTIONPROGR^A.MEXCEPTiONSDOCUMENT
(CHAPTER 3 - COMMAND PROCUREMENTS)

Attached is the co¡nnrancf 's Exceptions Document related to the inspectiorr of Division

procuretlleltt prOcedures. If you have any questiOnS, please cOntact me'

C. A. OLVER, Captain
Special Services Commander

Attachments

nllP ÃlU¡tr lR.v ll-ÂÂì nÞl n?A

Søfety, Seruice, and SecurÍtY



srATE Orf,cÉlllFoRNlA
ÜEPARTMEN'T OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
ËXCEPTIONS DOCUMENT

Command:

Golden Gate
Div¡s¡on:
Golden Gate

Chapter:
ó

lnspecled by:

Lt. T. Lemas/Sqt. G. Crippen
Date:

12-11-08

:::::===::::::=::===================:==::=======:::=============:======::::=:::==
INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter lnspection number, Uncler "Forward to:" enter the next level of command where the document

shall be routed to and íts due date, This document shall be utilized to document innovative practices, suggestions for statewide

improvemelrt, identífied deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is

! Corrective Action Plan lncluded

n Appeal lncluded

tr Attachments lncluded

TYPE OF INSPECTION

X Division Level I Command Level

n Ëxecutive Offíce Level

Commander's Signature:
Follow-up Required:

nYes XNo

ln ctor's Comments rdino lnnovative Practices;
None.

None,

Al1 3 emplo'Æ€€ ásô¡gneO a Cal Card did not have CHP 7BS, Conflict of lnterest Statements,
completed as required in HPM 11.2,Materials Management Manual,

CHP 0804 (Rev.09-08) OPI olo



STATE OF.CALIFORNIA
oepnntlËrur oF cALtFoRNtA HtGHWAy pATRoL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:

Golden Gate
D¡vision:
Golden Gate

Chapter
3

lnspected L:y:

Lt. T. Lemas/Sot. G. Crippen
Date:

12-11-08

Commander's nse:

CHP 7BS, Although the inspection checklist indicates the need for Cal Card holder to have a completed
CHP 7BS, Conflict of lnterest Statement, form on file, that requirement is not found in HPM 11,2,

Chapter 3. The reference to CHP78S forms is found in HPM 11.2, ChapTer 7, regarding purchases in

general (attached). Ëach purchase request ís to have a completed CHP 7BS attached to the purchase

request. Djvision will seek further guidelines from Administrative Services Division on this issue as it
does not seem reasonable to attach multíple CHP 7BS forms to each Cal Card statement. Agaín, with

all of the requirements for Cal Card papenruork processing described in Chapter 3, there is no reference
or requirement for a CHP 7BS,

Following this inspection, each Cal Card Holder completed a CHP 78S and place it in their respective
Cal Card fife.

lnsoector's Comments:

None.

CHP 6804 (Rev. 09-08) oPl 010



,rora oa aolf FORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND IN SPECTION PROGR,AM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page l of 2

Conìmand:

Golden Gate
Division:

Golden Gate
Number:

301
Evalualed by:

Lt, T, Lemas, #13026
Date:

12111108
Assisled by:

Sqt. G, Crippen, #12085
Þate:

12t11108

--===:::-==:-====:==:====
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated, Any discrepancies with policy,

ápplicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section, Additionally, such

ãLãr.epanc¡"ã and/or deficiencies shatl Oe Cocu*ônteo'on an Ëxceptions Document and addressed tq jll_n,"11".Y:1.^ol,t?TT?iî:.., .^v,ee,vHu,,v,vv

Furthermore, the Exceptions Document shall include any follow-up andlor corrective action(s) taken. lf this form is used as a Follow-up

lnspection, the "Folfow-uP lns box shalf be marked and only deficient items need to be re-¡ns

TYPE OF INSPECÏION

n Division Level ! Command Level

n Executive Office Level ! Voluntary Self-lnspection

Lead f nspector's Signature:

Follow-up Required:
l-l Yes [-l ¡.lo

I Follow-up lnspection Commander's Signature; Dale:

For applicable policy, refer to: HPM 1 1.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? [] Yes X trlo ! NiA Remarks:

2. Does all X Number file documentation contain the
STD. 204 Payee Data Record? K Yes nruo n ruln Remarks: On file

3. Do X Numbers requiring a contract (i.e', janitorial or
landscaping) have prior approval from the Business
Services Section commander?

X Yes UNo [run Remarks:

4, Are X Number requests made prior to the date the
services are performed? X Yes nNo n ru¡n Remarks:

5, 
- 
nre X Numbers issued for a one-time use?

lX Yes l*l ¡to l-l N/A Remarks:

6. Are prohibited services performed using an X

Number? ! Yes XNo n xln Remarks:

Z Are X Numbers used for the procurement of a

seruíce and not the purchase of a commodity? X Yes nNo n N/A Remarks:

6. Are X Numbers issued for telecommunications
related services pre-aPProved bY

Telecommunications Section?
n Yes INo nvn Remarks:

9, Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000
have prior approval from Facilities Section?

X Yes n ¡lo n ruln Remarks:

10, Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissloner?

X Yes ! trlo X N¡n Remarks:

CHP 680E (Rev. 09-08) OPI 010



Page 2 o'f 2
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11, Do all X Numbers awarded to a non-small business
vendor contain three price quotations? X Yes INo n N/A Remarks:

12, Do aflX Numbers awarded lo a smafl business
vendor contain the small business certifícation from

the Department of General Seruices (DGS)?
X Yes trruo n ru¡n Remarks:

'13. Dbes the file documentation contain the STD. 2l
Drug Free workplace certification for X Number
vendors?

X Yes ! t'¡o ! N/A Remarks: On file

14. Do emergency seryíce X Numbers document and
justify the emergency? X Yes !No ! ru¡n Remarks:

15, ls the itemized invoice for each X Number service

maintained in the command's files? X Yes nNo ! N/A Remarks;

CHP 6S0E {Rov.09.08) OPI 010



STATE OF CALIFORNIA
DÉPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 1of 3

Command

Golden Gate
D¡vision:

Golden Gate
Number:

301
Evaluated by:

Lt. T, Lemas, #13026
Date:

12111108
Assisted by:

Sqt, G, Cripoen, #12085
Date:

12111108

======:=::=::::::===-:===========::=::::=====:=:=====:======::====:=====:=======:
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applícable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

Oiscrepancleã and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up andlor corrective action(s) taken. lf this form is used as a Follow-up

the ion" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

n Division Levet n Command Level

n Executive Offíce Level fJVoluntary Self-lnspection

Lead lnspector's Signature;

Follow-up Requíred:

[ves INo ! Follow-up lnspection

Commander's Signaiure: Date:

For applicable policy, refer to: HPM 1 1,2, Chapter 7

1, Are participants in the procurement process at the
command level familiar with the related policies and
procedures for purchasing?

X Yes nNo n N/A Remarks:

2, Have Approvers/reviewers of purchases received
procurement training? X Yes ü t'¡o [ ¡l¡n Remarks: Al the Division level.

S, Are prohibited items procured on CHP 43, Purchases
Requisitions?

. Supplies for personally - owned equipment

. Commodities for personal use

. Confirming order
¡ Purchases via the internet

n Yes XNo ü ru¡n Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

X Yes DNo n ¡¡ln Remarks:

5, ls all required information entered on the CHP 43,
Purchase Requisition? X Yes lNo Ü N/A Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

X Yes INo I NiA Remarks:

7, Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

n Yes !No X N/A Remarks: Nothing in file indicated
expedited requests were made.

CHP 600C (Rev. 09-08) OPI 010



Page 2of3

STATE OF CALIFORNIA
DEPARÍMENT OF CALIFORNIA H¡GHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPEGTION CHECKLIST
Chapter 3, Command Procurements
Purchases

B. Do specialized ítems purchased contain the
appropriate Division, andior OPI approvals? X Yes []No n N/A Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid? ffi ves !No n N/A Remarks:

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations? X Yes XNo n ru¡n Remarks:

'11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljustified and in compliance with SAM
3555?

X Yes XNo tr N/A Remarks:

Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555,3?

12
X Yes ENo tr ¡¡¡n Remarks:

13, Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justificatíon and NCB Corrective
Action Plan documents?

n Yes X rvo X ¡r¡n Remarks:

14. Are items checked immediately for content and
damage when delivered? X Yes nNo !vn Remarks:

15. ls the "received copy" of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accePted?

X Yes DNo n ru¡n Remarks:

16, Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

X Yes !No fl Mn Remarks:

17, ls FMS provided a photocopy of the purchase order
and any approved freight or packíng slips as
acknowledgement that a portion of the order has
been received?

X Yes nruo n N/A Remarks:

18. ls the original "received copy" retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes INo n N/A Remarks;

'19. Are Dafnaqed items detivered by common carrier
acknowledged on the freight bill by the carrier's dríver
before being accepted?

n Yes !No Þ3 N/A Remarks: No damaged ¡tems noted
as received.

CHP 600c (RBv.09'08) OPI 010



Page 3 of3

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20, ls Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

! Yes lNo X N/A Remarks: No cancellations
requested.

21. Are open purchase orders periodically reviewed and

investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes fl No n N/A Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch, 11, Topic 4)

X Yes nNo ! N/A Remarks:

23. Are decisions documented to create a paper trail
documenting the basís of the decisions made for the
purchase? (SCM Vol ll Ch, 2, ToPic 11)

X Yes I tlo ! N/A Remarks:

24. Are purchase orders split to evade competitive
bidding requlrements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

I Yes X tlo ! ¡¡n Remerks:

CHP G80C (Rov. 09-08) OPI 0ro



STATE OF CALIFORNIA
DEPARTMENT OF CALIËORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1of 2

Conlmand:

Golden Gate
Division:

Golden Gate
Nurnber:

301
Êvaluated by:

Lt. T. Lemas, #13026
Date:

12111108
Assisted by:

Sot, G, Criopen, #12085
Date:

12t11108

:=====::=-=::::==========:=:=====::=:=======::======:=====:===:====:====:==:= =::=
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

àpplicable legal statues, or deficiencies noted ¡n the Inspections shall be commented on via the "Remarks" section. Addilionally' such

à[?iupã..¡"ã andtordeficiencies shall be documented on an Exceptions Document and addressed to the next level of command,
^ ^ E^il^,., ,,^

Furthermore, the Exceptions Document shall include any follow-up nd/or corrective action(s)taken. lf this form is used as a Follow-up

Inspeclion, the "Follow-uP lns box shall be marked and only deficient items need to be re'ins

TVpe or tNsPEcrloN

n Division Level I Command Level

! Executive Office Level ! Voluntary Self-lnspection

Leâd lnspeclor's Signature:

Follow-up Required:
l Yes l--l t to

Ü foUow-up lnspection Commander's Signature: Date:

For applicable policy, refer to: HPM 11.2, Chapter 3

1, Are all employees associated with the use of the Cal-
Card program completing the CHP 7BS, Conflict of
lnteresf Statement, ÉmPloyee, form?

n Yes XNo fl N/A Remarks :Evaiuators ¡nstructed all

Cal-Card holders to comPlete CHP
7BS ând maintain in file.

Z nre STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

X Yes X tlo n NiA Remarks:

3, Are STD. 204 Payee Data Record forms maintained
ín the Cal Card command fíte for each vendor
utilized?

X Yes nNo n N¡n Remarks:

Z. Rre Catifornia lntegrated Waste Management Board
Form74 documents maintained for each vendor
utilized?

tr Yes n ¡lo X N/A Remarks:

5, lf the vendor is a small business or DVBE is utilized,
is the certification lelter from the Department of
General Services maintained in the file?

X Yes I l.lo D N¡N Remarks:

6. When fair and reasonable is utilized, is the fair and

reasonable method documented and properly
justified?

X Yes !ruo tr r'¡ln Remarks:

7. Are purchases split into rnultiple transactions in order
to circumvent transaction purchase limits? X Yes XNo n ru¡n Remarks:

B, Does the CHP 317 Cal Card Log fully describe the
purchase? X Yes INo T ru¡N Remarks:

L Are bank statements reconciled with the CHP 317

Cal Card Log and the receipts/invoÌces? X Yes n fr¡o I n¡n Remarks:

CHP 680D (Rov.09'08) OPI 010



Page 2of 2

STATEOF CALIFORNIA
OEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

10. ls the CHP 317 Cal Card Log properly authorized
and maintained? X Yes ! tto [ ¡un Remarks:

11.-Rre credit invoices/receipts for returned items
maintained with the bank statement? X Yes nruo I N/A Remarks:

tZ. Oo ñòn-iternized purchase receipts/invoices
documenl the purchase by listing the conrmodity,
quantity, and unit price of the item(s) purchased on

the bank statement,

n Yes nNo X NIN Remarks: The evaluators found all
purchases to be ¡temized.

tl Are Cal Cards maintained in a secure area?
lX Yes l-l tto . ñvn Remarks:

14. Are Cal Card purchases pre-approved by the
commander? X ves lNo E ¡un Remarks: Some Cal-Card holde¡s

have a blanket approvaf due to sheer
volume of Þurchases made.

15. Have all cardholders received training on the
Depafment's procurement processes? X Yes lNo nrun Remarks: At the Division level by Ms'

Tina Cook

16. Are item(s) purchased with the Cal Card prohibíted

by departmental PolicY? ! Yes X trlo fl N/A Remarks:

cHP 680D (Rôv 09.08) oPl 0l 0



Stnte of'CalilÌrl'nia

Memorandum

llusirtcss,'frartsportatioll atld I{ousirtg Agottcv

f-il,n- iÉ

Date:

'ti¡:

llrorrr :

ljilc No.:

SLrb.jcct:

Noverulrer' : l, 200ti

Goldcn Cate Division

D IiPAIITMNNT OF CALIIIO]ìN IA }-I ] GI.I \4/A \' ]'A'f IìO L
lledr.r'ood Cit¡,Alca

330.r0899,1 r702.08-2

CON4N4AND I'IìOCIJIìI:N4IJN'I'S AUI)I'f - ITËDWOOD CI]'Y AIìEA

Iìeclwoocl Cily Ar.ea ooncluclecl an auclit of its Alea Conrrlanrl Plclcurelllcltts dur'írrg the t,"eeli ol'Novcltltrer l7-

2ì,?008, l-ieute¡ra¡llM,C[alyooncfuotccltheins¡lectic)r]ancl \\,¿ts¿ìssistecl b)'S.,'*"n,',M,Ottelb¡'allcl O1'lìcc

Sor.vice.s Su¡rervis<lr I(. J(e1tcll, ì-ieutenant Chat)'cleternrincclAlca follou,s flrc policS, ztttc! ¡rloc'ecltll'es f-h¿tt aIc st-t

f'orth in Clra¡rter 3. ol'llPlr4 ?2.1, hclrvet,ela fetr,<[iscrcpatrcies \\/el'e ¡rolecl,

I)isclcpan ç.i-c$,i

^rc* 
,k,"-r"t l1ave An)/ acJditional ¡rroceclrues s,r'ítten i¡l its Stallclar-cl O¡lelatirtg Prucedu¡'es (SOl)) l'elatiVe lcr

l)toesr-crllelrt. l'he ins¡lection levcaleclthat Area closel¡, adhercs to pcllic¡r a¡lcl dil'cctìr'es colltai¡lccl in

inf'ornrario¡ is conr¡lletecl on tlie Cl-lP 43 ol CÌl-ll) 78. S¡recifioally, both the CI-ll'] 4-ls ancl thc Cìl{P 78s revicu'ecl

clicl not co¡t¿ti¡ tlre Prog¡am Cosl Accourlt cocle ol the ftulcling souioc. 'l'hcsc ìlcrlts ¿¡l'e ¡rlaced otl the Cll-lP ¿l3s

alrcl Cì-lP 78s by Divisiãn rvhen .suLlllittccl, hos,evcr Al'ea clicl not ter:cive ¿ì ooPy. Area does llot havc a

thcsc issues arlci rllaílltai¡ls a hal'cl lile. 'fhe auclif also rcvealecl Är'ca nronitors tlre pet'ftrt'tttance of its cotrtractol's,

horvcvel' tlte ¡lelforntanCc is ttol clocunlellted ttnless it is srrtrStanclal'd,

Su rD ura rr':
Th. nranng"¡lent te¿ìnl y,or.lcs closel¡, r,l,ith clcrical staff'to erlsLrIe p<llic¡'itttcl ¡:t'occclr-ìres ¿ìre' aclhercd' All CllP

41ìs ancl Cl-IP 78s al'e reviewecl by a n'rarraggneìltle¿ìt11 lrenrlrcr'1o velif),the ilenl is lltissicllt cl'itical ancl is lreing

¡lurc¡aiecl uf.ilizing pt'oper nrcthocls, 'l'lre acllnìlristrative Jiet¡tenanl lllailllai¡ls a seP¿ìrâtc lilc'on all <':olltl'aol

i,enclor.s ancl evaluatcs iheir ¡rerlbrnrarrce nronthly. Arr¡,substarrclarcl pellbr'rrarlce is cloct¡nletlteclc¡n a lettcl'allcl

set1t to the yenclor'. A cop¡,ir s.nt to thc Office of Prinrary lnterest, Divi.sÍon attcl a co¡r¡'is ¡naintailled in the

Al.ea ficld lolclcr, Redu,oocl (Ìi1¡, Areer's auclit l'evealecl a conr¡ritlnetll by all ¡rcl'sonttel to doing btlsiness

o¡11r,'o¡r,liot"l), allcl u'ithirr tlte cx¡reclati<¡ns oi^state goyerlìlllell1,

B,'1. 1.,O1"f, Ca¡rtain

Co¡rrnaticlel

Súety, Set't,ice, cnd Sec'uril-1'
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S]ATE OF CALIFORNIA
ðËpÀnn¡erw oF oALIFoRNIA l-tlcl-lwAY PATRoL

COM ViNN¡ D INSPECTION PROGRAM
INSPËCTION CHECKLIST
Chapter 3, Command Procurements

Contracts

--:======:==::===-:====== =:===:==:===:==::==1.:=1,'=:=::^::::,:"-Ï::^=,:"._,"-]ï;ffiñ;;==
ñ'ffiffi;;ñff;ffii"i'.*;lli"::"'"'ri::sl'*::l'illlîiJ"#î,3i,ì?eiåî1,î1,år:iji,:'":oî:fifiLijìi,:li:il
ffilå"ßll?|,Ì,n:'iïHlJåiilüi:i::riilüil:l$l:?äi1ßi=ffifir;:å:åi[.$il3lhi*-itl;i?gffiå'irî'3ßii:l:lîi::H,lili::'åii'i[fÏ';iJ:"iii:dljl*]lilÈi":rlri,"*mi{:flgîï:ï:1'îJîïJ'"Jili:ïJ,Ï3TiÊTff;ãi.liãpun.¡"õ ancuor deliciencres shl,t:,.iÎÎ:i,:lt:":":ii5,lï'åäjå*;;";rJvãâct¡on(s)taken, lf this fornr is used as a Follow-up

FLrrtherrnore, the ExceJltions lJ- - ----'rnore, the Excepllons u
ion, tlie 'Follow'uP lnsP

//-/t7- Z//7.t*

Commano:

ß¿icr.>, r,io C,J

¿S k t( u'Tf<

I Division Level

fJ Executive Office Level

n Command Level

lÍ Voluntarv Self- lnsPection
I.

monitored

teacl lnsPector's Siglìature :

! Yes

OF IhISPECT

follow-uP Reqq'ired: Follow-uP lnsPection

No

For applicable polic}r, refer to: HPM 1 1'1'Chapler 22

1, ffiTHÞ ?dõontraciFãquest¡sed lo initíate all

,.ru¡tt 
"ontracts 

which aie repetitive' regardless of

the estimatecj dollar value?

2
for one-time

services exceedin g $4,999'99?

Remarks

RemarP's:

ljt'í "ta

NCt*n'tc'.t,.1c,tt

ôòl /fc;.t"ttt'J., Lvt

l)tracking

numbering beginning sting command

inì..'¿ig¡ilocãtior, còde used' followed by "CP" for

coitia"ip"vanle listed on the CHP 7B'l

--¿. -l--s 
tne pffit services

g'f /+ilr.1

'- 
5.

and documented'?

/ìre ãll copte$ òf corresPondence with the vendor

maintained?

ãcts cJocumerìted and mainiained6. Are lelters Ïor cor
which outline any problems related to substandard or

non-performance of the vendor?

red described
ail as Possible in the

in.ir-,oi"é irto re q uired docu m entation and aPprovals

io, urp"-oit" and emersency corltrall:gllfrl li 1'
'c;-;;i;ti,lrelore 

for-warclins tlre cllP 7B or cHP

f, ru¡n

ü n¡n

Remarl(s:

Remarks:

Renrarl<s:

CH? 78?

a @ov'ausigna tu re olt¡ 
i1,eo'

7

fl I'tllr l{enlarl(s:

/'trt] r';" (lisr 09.0ü, Ol'¡ (llG

Yes fl t'to
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STATE OF CALIFORI\'llA
óiËnitirr¿rni or cRI-lpontlilr HlGl-lwAY PArRol-

ööMMÀND INSP :crloN PRoGRAM
INSPECTION CHECKLIST
ChaPter 3, Command Procurements

Contracts

ii-'
i

Contra

lract services less than stx9. Are requests
months from tÀe anticipated start date of the contract

pre-approved Þy Assisìanf Commissioner' Slaff' for

exPeditecj Processing?

DePadmenl before ex

1 1. Are contracl se

Çualit¡r, quantitY, objec e

manner specified in the contracl (e'9" revlew

progress reports ancJ interim products)?

-_,.-i-
12, Are ¡nr,oloesJilTayrnent reviewed and approved.to

substantiate t*ptndit"tt for work performed ancj io

ptevent penalties being assessed'i

13. Are contractãxþãndiilEs monítored 1o ensure there

are çuffioientlunOs to pay for all services rendered

as required bY contracl?

all requirements of th

final invoice?

15. ls the trnal rrilõicelOentiiieO and approved' as

appropriate an¿ forv¡arded to Fiscal Management

Section for PaYrnent?

16. Are atl apprr&bleJõrn'-sect¡óns of the CHP 78

comPleted?
-ú-,_

17. Do emergenc-/coñIracrs Aocument and jusiify a

sudden, unexþecled occurrence that poses a clear

ancJ imrninent'ctanger, requiring inrmediate action 1o

mitigale tlre loss oi impairmenl of life' health'

pro¡ierty, or essential pulrlic services?

18. Are att emproyães asiôciateO w'rth the nlalìagen1en1

of a contraciáompleiing the CHP 7BS' Conflict of

lnteresl Statemenl Emirloyee' form?

-"-g. Atã prrobtemã co-ncærning tlre contractor's

¡rerformance fully cJocunientecl in writirtg and made a

þarf of tlre conlråc1 manager's contract file?

20. Ar<; corltracr-áñrãndnlerrl iequest dollar amounts

increased nrore than 30ri''?- ^*--*

tr t'lo n NiA Re marl<s:

nNo nva Rernarl<s:

Renlarks:

Renrarl<s:

U/v"" tl No n N/A

I I trln fl l.l/A

Remarl<s:
U'Yes nNo fl N/A

Remarl<s:

lienrarP.s:

Remarks:

P'Yes ! t'lo n N/A

n4", úNo I nln

lru" nNo I rutn

I Yes D t'lo l*,o Remarks:
,./,/

),t,n¡ú $'u'j v

Remarks:

Remarl<s:

Ø ves nNo Dvn

--7 -
E'Yes I tlo

I
J

üvn

Yes ,fi lrlo 1.7 t'il¡i

('i1lr ?1i'{fi(.Ì (lÍ''OÍi) OPI O1(l
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ST/rTË Ofi CAI-F ORI'JIA

óiËÀnrrøEr'lt oF cALlFoRl'llA HIcHWAY PAl'RoL

có¡vlmnND lNsP :crloN PRoGRAM
¡NSPECTION CHECKLIST
Chapter 3, Command Procurements

Contracts

ffi the contracl amendment requesl

nrore lhan one Year?

- tlre original contract?

-23. 
tú sffi, Contra;t Requesl

iniiiated for any commercial meeting/conference

room rentalwtilcn is expected lo exceed $;4'999'99 in

tolal cost?

#.'}

24. Doconferencä-ñõ-m renlal cosls exceecJing the $500
- 

ñ-r day limit have pre-approval from Assislanl

bommissioner, Staff?

---25,

nãõiõ 16;.lror
greemenls:

(1) and Repair

izi e and RePair

(3i -site)

(A)
(5)

ut noi

ii-uowing tYPes of agreements, il

the contractor an d/ot sp ecifica I ly assig n ecl-p^erson nel

are schedulled to be on-site for nrore than 30 days:

(1) Alarm and Fire Alarm Monltoring

iz\ Ca ura fvlainlonance and RePair

(3) GarPetlnstallation
ioi Dieiol Generator Maintonance and Repair

Ìsi Dishwaslrer Maintenance ancl Repair

i6) Elevator Mainten ¡nce and Repair

l7t
(B)

(9) Re¡rair

(10) Service

(11)
(12) Ollice Maclrinc lYl

iiSi painring Service's (inlerior ol lacilily)
(14) Plunrliing Services
(15) Scale lvla l{eparr

. (16) Sleam Cl s (Car¡rel' rrol scales)' 
illi Telephcin ltliar' $atellite' arrcl regular)

itai retevision fc¡uip a¡rìlonânce and Repair

i1 é¡unin,urrrptiþle Pou'er SuÞply lr4aintenance ancl Repair

flves ü trto
Ronrarks:

il Yes fl tto rl*,o Remarks:

! \'es nruo M rurn Remarl<s:

f, \'es lNo ,{,,o Renrarl<s:

Remarl<s:

Remarl<s:

M Yes Druo Ü N/A

Yes fJ Irlo fl rurn

êt tf, t?'J (fi(,r ofl t)Ê) OPI 010
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TATË OF CALIFORI'IlA

'EËAhúãNi bÈ cRuFontlt¡.' HlcHw^Y PArRor-

;öMffiÄÑó rÑsP :crloN PRoGRAtvl

NSPECTION CHECKLIST

)hapter 3, Conrmanci Procurenrents

)ontracts

Remarks:

Remarl<s:

Rernarlts

Remarl<s:

llemarks:

Remarks:

Renr¿¡rks:

-- n. Ate all drivel license and-' ' 
fo,wãr¿ed to Contracl Services U

with the conlract number lor reten

Cornmander review?

@e cornmano io o'i¿
-" uiu"r.. informalión discoverecj is grottnds for

cancelìng the contract (i'e ' adv.erse driver license

and/or crim¡naì nittot¡' informatìon is received

ägåioing the coniraclor or lhe contractor' s

¡:ersonnel)?

-- 2g.-At"ã inuo''e'¡*
rrlairrtâined fgd¡'!;;;;tt after tlre final paynrent of

the contraci?
_-30, 

lSã bg Sl]eet n.'alntam"d 
jor a--d.laD, oi*aEtivltieb_.-.

retated to the contract?

31. ls a compue'iiã pLepareo fot all coniracts

adlninistered?

---

33. ls tlre notrtrcar'iñlõ-lñããõñÛactor documentecl for
-- 

ir.ru start dale for services to Þegin?

-34. 
ls the-co ;
have lreen received in order to over-see lhe

comPletion.of the contract?

35. Do consuttan['s-erv'lc-es-contracts of $1'000 or more

cotrtain o.t,lrLã p"tió'tunt" criteria alrcl a schedt'lle

for perrormat;t¡sðM Vol' l' ch' 3' section 3'02'1)

-nractiilã 
contain tllts-ra ¿ conlãCtor

36. Does tnç col'l"- 
Euuf uufio¡r fotm for consultani contracts?

isdrvrüol' l, ch 3' section 3'02'5)

---57loles-õõ'rtract-worr<on5ù9gLnar.1õrappro;"ñllte--
final contracri tóôrvl vol t'brr' ¿' section 4'09)

@nr'-""Jt¿lcJ38. Are tlre requtt

19130 (a) or (Ll) docttmented anci justified for

personal u"tì¡tL-*iti-acts? (GC 19130 & SClr4 Vol' I'

bn. 7, Section 7'05)

--- 
19 J\re ån¡, 

"onr'-act'-pavffirs 
muoé.-øolr rõ tl'e îr'rãl --

approval unOl*'t'*íiorr of the corriraci? (SClVi \/cll I'

-1,,,"
I t.,lo [-l ru¡n

! ruinYes nruo

Yes lNo ú N/A

M Yes NNP ! Nln

! Yes D ¡lln

4ll'\,es ffi(u, Uvn

-Jr"" il trlcr I r\/A

g/r,, !No I nl¡r

fl yes [] t'lo s(u,o

| \'es

flYes

n tlo s(v¡

! t.to ç¿4tP,

I ves f t"lo {iA

[] \'es [ruo E n¡n

in. z ' se-ci.tc¡1lq9-L----

(:¡ li> "')1 
lfiçv 0! 08, l)f'¡ (11(¡



STITTE OF CAL.IFORhJIA
óEpaniusli oF cALlFoRhllA HlcllwAy PliTRoL

ô-ôvr rv¡nND I NsPEcrloN PRoGRAM
INSPECTION CHECKLIST
Chapter 3, CommanC Procurements

X-Numþer Program

Page 1oí2

Command:
f/€,¡ \tt...1 Crrt

Division:

¡-,1¿.,Íò-, /-:nrr)
Number:

Í J.,

E-atuated tly: - .n,
lf r¡'t.ttltt ¡'¡;r.rPl1 'ii'/,? t-i/ti ¿'

Date:
Ass¡sled by: / '

ñ,):t-- i',fi,"r.b., 1t{t-!s ßfuY

:-=:-=::====:================::::===:========.,::::=:=-:Ï:::ï:-,:;;ãffi;;:===
ñffiffiffiï'-",ñ;";i'=,,ilî*i;y.,1et'llt ?ÌT:li';,3i.1i119î"'l'*'ilï:qiffi,[li;d5:î:'îàîii"#ìi]::J:il
:};Hiß1?:ìi*il;iir'lillJi.iiå:Hrärii#r:riÏ'iä:ii*fJstr*:l,n:ur,å:Tili;,"$":i,,iÎxiilixli:""n
ãß1ffi:i"#3"j,,iiii?il?i.''iJi::'3;5¡J:"!i1,tili1+"iritsirilíff,'#'*'li::lji:îï:i:1'îiiïJ''î:iî:'JJiJiilT?llî;
Ë,ffi"J;å.i;:,ñitJi:.';i';liff:,iå3|l,'å:iïiiJ:ï"i'ffi";fi'iliiã'ã;."'r¡"u 

acrion(s)raken Í this rornr is used as a Forrow-up

re-inst>ected.
lnspection, lhe "F-ol lnspeclion'' tro>l shali b

Lead lnspeclor's Sìgnaturc:
YPË OI:

l-J Division Level

l] Executive Office Level

n Comnrand Level

il Voluntary Self-lnsPection

to tlre same vendor
limit?

contain the

Required:Follow-uP
Yes No

For applicable policy, referto: HPM 11'1' Chapter23

Does ail X Number file

STD.204 PaYeeDala

--- a 
_-Are 

rlronibrGd dervicesþrformeO
Number?

-*7.

2

1

.)

Are multiPle X Numbers awardeo

to circumvenl the $4,999 contract

DoÏ Numbers requìring a contract (i'e', janitorial or

tuÁ,tscaping) have prioi approval from the Business

documentaiion
Record?

Remarks:

Remarlts:

Remarks:

Rellarlts:

Services Section comlnander?

4 nre illu-mner Lequests made prior to the date the

sen¿ices are Performed?

t Àr€-LÑunlbers lssGd for a one-time use?

using an X

ñe-X l.lumbers usedlòL ttle procurement ol a

sàivice and nol the prrrchase c¡f a commodity?

-.--- A Ar;X. Nulrl¡e,rs lssuêd for teleconl¡nunications

related services Pre-a¡:Proved bY

Telecommunications Section?

o oo LÑumneil,.rsód for facil'úbs' reiateo séiv¡ces

Ã;;À t; roof repair, electrical) costing over $1'000

iur* ptiot approval from Faciliiies Sectìon?

'---r 
O. oo X fru-r*:eîs--issued for lapsèO Còntraclual

ajreements have firior approval by lne appropriate

/.ssisiani Comm issioner?

N/A

! t'to ! ru¡n
Renrarl',s:

Remarf's: /
P,.huú

yf ,',lf rti"'¡''f

!

I Romarl<s:

cit,'l'ì', (lfs.i 0!i.01)) ol); 010

Yes

fl t.to ü ru¡n
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SîATE OF CALIFORNIIi
DEPARTMÉNT OF CALÍFORNIA HIGI-{WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

X-NumÞet Program

1 1iãã|f/' Numbers awarded to a non'small business

vendor contain llrree price quolations? {r", nruo I NiA

! ruln

Remarl<s:

Remarks:iT-Do allt( Ñumbers awarcjed 1o a small business

vendor contain the small business certification fl'om

the De¡rartmenl of General Services (DGS)?
Yes I trto

trruo n N/A Rcl.f rarí(s:'13. Does lhe file dccumentation contaln lne :; I u' z-l

Drug Ëree wotl<place certification for X hlumber

vendors?

)/ serv¡ce X l'Jumbers documenl and

justify the emetgenc¡z?

1S.-ls the ttemtzed invo¡ce for eacñ X l\umber õervlce

maintained in the command's files?

dr". nNo ! t{/A Renrafk s:

ø/v", DNo ! rutn Re n¡arl<s;

Cl{t) 'ra" Itic\ 0{l otj¡ Ol)i (ll(
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STATE OF CALIËORhIIA
óetlA-nrlut=t!r oF cALlFoRi'llA HlGl-f\'vA\' Ë'ATROL

ôórvrrviÀND tNsP :crloN PRoGRAM
]NSPECTION CHECKLIST
Chapter 3 Comrnand Procurenrents

Purchases

==:-:======:=::=:=:=:==:==:==-=::=======:='==:.::::=l:^.::::^:-:::ï::;;:;Ï;ffi;;;--=ñffiffiilñ"-l=,lîffi*i;;'ñirY", :lllî::::i:lìr^":11::lï"T*î,:i,ÏqiåX'å1,-tr:$îä:oi.îiffiijli;:3J:il
ffiiåißll?)i,#""ii;:iËËii{i*:::::tis:n*?i::ã["*,ïffintri*:',n*:tîH ffil':i"äi:ffi*;i"'
3ß:iffi:';.i3:'iiliiiåi'3iJ"i:fÏii{ilä::i:li"ili[:îi1'l"ix¡#,'*lj*l*:îï:ï:i':,'iìiJ'"Ji::i:Jo"?TiÊli;Jis.repunci"ã and/or deficie-n3:: :]l1l,l'^""1ÎÎ::ìÎi)":"Î'ìil;lff:älå, co,,"rtiue aclion(s) rarán. ti this form is used as a Folloi't"up

t// r'l i, /t'å'li'. r''.t'lì /i¡, Cr/t't¿

rvpe ot'lhlsPECTl(

f Division Level I Conrrnand Level

For applicable policy, refer to: HPIÚ I 1'2' Chapter 7

-1, 
Are PariiciPants
conlrnand level f

Procedures fot Purchasing?

2. Flave npproveñE-viewers of þurchases received

procurenrent training?

3. Are pronlÞlleã-I-tems procrrreO on CHP 43' Purchases

Requisìiions?

" Sr.rpplies for personally * owneci equipmeni

c Conrmodities for Personal use

. Confirmilrg order

. Purchases via the internet

'

comrnoclilY contracls?

--- 5.-1sail requ'tred inror'ìr atiori c'nrereciãn tn e cf-l p -E

Purchase Requísition?

rne CHpZI Purdìase Requis'ltiorls' numoereo

consecuiively, slarting anevr at tlre beginning oí eaclt

fiscal Yeat (JulY 1)?

ol'goocs 
-

7. Are exPect

íoruuarcjecj r' Staff ' 
for

aPProval?

Lead lnsPeclor's Signature:

r';: I o*" f vn I 
n".nu'i'n'

Z Yes I t.to E rN/A
Remarl(s:

Remarl<s:

RemÉlrl(s:

I Yes MNo [ ru¡n

úru, üNo I N¡n

n Yes Øruo [Jvn

[-j l'es

I r'es

! t'to

Druo

E ruln

:¡ t{/A

Rerlarks:

Remarl<s:

^¡-rr: ?r" fl({r\ 09.tJ{,li)l'¡ 010
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STATE OF CALIFORNIA
óËËe nin¡e rlr oF cAL I FoR hllÂ l'l I GFnTAY PATRoL

ôorvrvrnN D tNsPEcTloN PRoG RAM

INSPECTION CHECKLIST
Chapter 3, Comrnand Procurements

Purchases

RemarKs:
-A oo sæãi-al¡zecl ire.ms ptrrcñäîõci clnta¡n ttre

ãppiåpriafe Division, andlor OPI approvals?

-9 Arethe cHÞZg, Purcnffi--
comPetitivelY bid?

- 
f U O'oes tf,e C¡p Sf s*Price Comfr¡soliWo*sf'eef- 

docurnent al least two prìce quolations?

--1 1. AleTtmrtedbimpet¡twe AOOng Ñrchase requeG--
that linlit or resiricl fhe purchase to one specific

brand or modeljustified and in compliance with SAlt/

3555?

"*l rcilãse ¡equests
- 

lor iterns thal interface with existing cjepafimental

eluiprnent in compfiance with SAM 3555'3?

13. Do Non-Çom
contain the NCB justifi

Action Plan documents?

rz7re ire.ms cheõ[eo immediateiy for contenl atrd

damage when delivered?

aPProved, Caled, and f

irfJnug"'t'"nl Section (FlvlS), Accounl Payable Unìt'

within'three þusiness days of receipt' if all ilems are

accePled?

--
-16. nLe freiør andiõi-packing slips altached lo lhe

receiveð copy of the purchase order and sent 1o

FIViS?

rTlrs Ëlr¡s pronia"-o a p-notoTopv or tne p'rcrtate ouo"r

arrd any approrred freiglrt or packing slips as

acknowledgemeni tlrat a porlion of the order lias

been received?

------,---:-i-.--1A. ls tfrc original '-received copy" retained lry the- 
commanã for conrpletion and forwarding to the FlvlS

vuhe ..trqeJ993---

-ß Ne livered b)'common cartier'- 
actr,tov,,ledged on llre freighl bill by lhe carrier's clriver

before beirrg accePted?

p(", Iruo n ruln

ø1uo nNo ! rurn Remarks:

I ves Iruo 'g'Ñrn Remarks:

Ø Yes fl trlo

I trlo

ú N¡e

M ruin

Remarks:

ll Yes
Rernarks:-it.tf 

\¿'¡c'l'tt¡'s'a' ¡\ t'Ë

'lt'lt's t"l ítt'¡oQ' '

ü ves lNo El rurn

ñ;fl Yes nruo
Rernalks:

{r"" f,No I urn Remarl<s:

v,/v", fl Ncr [] N/A Romarks:

Yes [_l t.lo I n¡n lìemarl<s:

p'ves

ll Yes

n tlo I t,liA
Rerriarhs:

I t.to Q/xtt

i

--l_---
(.:! tt1'¡',', llic'. 0(l-0t l Of'l ct1(l
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STATE OF CALIFORNIA
óåpnnrr"riñior c¡rtl¡=oR¡'ltA HIGHV\,AY PATßoL

ôöMMÀND INSP icTloN PRocRAM
INSPECTION CHËCKLIST
Clrapter' 3, Comma¡'ld Procureme¡rts

Purchases

Yel been PrePared?

- 21.

_ 
N, 

ASã

(SClvlVol ll, Ch' 11, ToPic 4)

d,", !No [ ¡un Renìarks:

lìemarl<s:'À:;;;,:; 
ìoéí 7w' t )'/tt'¿¡-l

rY"7 ,>¡aa 7.'. s

Remarks:

fJves fl No M'ñla

ulr"" D t'lo I Nln

Remarlts;
M Yes DNo n ruln

I Yes No ! N/A RemarKsi

r1.tr, 
"?"; 

(tìck 0!,'(,ti¡ ot¡ì (i1(t



Page 1of 2

STI\TE OF CALIFORI'IIA
öËpÀän'¿irli oF cA'*l FoRhr lri Hl GHW/rY PATRoL

ôönnrvrÀND INSPË lrloN PRoGRAM
tNSpECTIoN CHECKLIST 1",u.::^"0)yi., ^,,2o l";;:l-1 ,t,.,/ i;ò'
äìr"ri,ä, t, õ;ñ;;;Ërocurement. | Þ:'--p'etZ ---l*4i'

i-nss'ste<lt¡v' 
- / lDate:

car-card Prosram blÌ'-iffr¿¿z þrt_lf_tur,Z*

Furthermore, be re
lnspeclion, llre-"

-=:= 

= =-: =: = ::E=E-*= -:-=:i-= =: :=='

=======--====--=::=====:===:= irldicatad.
INSTRUCTI' lte "Reniar
ap¡rlicable leg ressed lo I
discrepanctes )taP,en. Í Í)

Furthermore, be re-insPected.

\res

For applicable policy, refer to: HPM 11'2' Chapter 3

! Division Level

I Executive OfÍice Level

-follow-uP Required:

! Command Level

A'6ui^, v S e I f - I n s P e ct i o n

Gtd lnsPectof's Si gnalure

s Signature;

I ruin

I ves E ¡ N/A

nNo E 1{/A Renr¿lrl<s:

! N/A Retnari'.s

D'Yes

No

each vendor utilized?

utilized?

--'n: ':'l:"
maintained within tl e rur

intained

tn ir,ã c"f Card comrnalrd file for each vendor
Renrarlqs:

fìemarks:

Rematks:

Rematks:

Rerlrarks:

ulilized?

-- S-Wfren fa¡'-anOle"*sonabþT utllized'.E the falr and

iåa.onar:1" method documenled ancl properly

jusiif ied?

3 -tue c"[f@vã-nagement Board

Form74 documen-ts mainlained for each vendor

Ãre p-rurcnãlelî-plir ¡n-o mt'ttÞte t¡'ansa.ctions in

to circunrvent transaclìon purclrase limits'i

r -ooes tfìã cHP Y7 Cdtaø Log tully describe

No6.

the

purchase?

8. Ate bank
CalCard

6ìãements reconciled with the CllP 317
! llo

Log and the receiPls/invoices?

g@*caro' log properlv aurtrõrized

and niainiained?

Follow-uP lnsPection

ü ru¡e

! n¡n

I ru¡n

/.; ii) 'r"1 {ftoï 0(¡{)!!r OP¡ û1 (

I t'to fl ru¡n
lìemarlts,:
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STATE OF CALIFORI{I,q
óÈpÀnrrviEr.Jr oF cALlFoRhllA HlcHWAy PATRoL

COMMANÐ INSPECT]ON PROGRAM
INSPECTION CHECKLISÏ
Chapter 3, Cornmand Procurements

Cal-Card Prograrn

10. Areõr?¡it lnvoñes/receipts fol returned items

maintainecJ with the bank staienrent?

the bank stalement.

rz.7ãõ*al Cãrcrs-mã¡nta¡ne,o ¡n a secfte atø--

ß -¿rr e' CaT C a ro pu rchases Pre-a pprovecl b v th e

commallder?

ú., ! t.to tr rurn Renlarks:

RemarlçslI Yes nruo úu,o

l,u, l-l t'lo f*l r.yR Rernarl<s:

Rematl<s:

Rornarlts:

Cr., !No n NiA

1,", ! lilo I N/A

! ves dt" fl vn Rernal'l<s:15. Are ¡tern(s) purcnaseo wnn llìe ui'r L/dru Pr

by dePartmental PolicY?

Ut tii 'r?t !iì0\ 0!i.oltl Ol)'(!'i(i
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l !rr1. . ": ..i' .. ,

Busin ess, Transportation an d Ho using'A'gency
State of California

Memorandum f\$iJTi 'í 3 fûCg

Date:

To;

From:

File No,:

Subject:

November 13,2008

Golderr Gate Division

DEPARTMENT OF CALIFORNIA HIGHW.AY PATROL
Redwood City Area

330.10899.08-27 4

FISCAL CONTROLS AUDIT - REDWOOD CITY AREA

Redwood City Area conducted arr audit ol' its Area Fiscal Contlols during the weel< of November I 0- 1 4, 200 8 '

Captain g. I,ott condu by Selgeant M. OttSrb¡ and^Office Services

lup.r'irnl. r<. Kettell, has soiicl <rversight iri piace for all iieuis exarnirie'j in

Clrapter' 4 of llPMZ2. d.

Discrepancies:
Area does not have anything writton in its standard operating Procedures (soP) relative to fiscal controls' The

inrpåJon revealed tnát erá closely adheres to policy.and.dilectives contained in departmental manuals, Area

doËs not have a safe or vault for cash and receipti unrelatecl to evidence. Area does however, have a locked

cash box which is kept secured inside of a locf'ed cabinet. There are only two keys which are kept secured at all

times, Ar,ea employér, *"r, unaware of a lequirement to attach STD 634 fornrs to the weekly transmittal when

employees n,." ,ãltðd to jury.duty, Appr.opr.iate training will be oonducted to preclude this fro¡n occurring in the

future. Area personnel clo rrot use the STD 439 form, ñedwood City Area has one ernployee u'ho routinely ttses

mass iransportation alrcl receives voucliers throtrgh the state. The STD 439 u'ould nornrally be the doctrntent

used to docr¡ment payment for the vouchers howãver; Golden Gate Division has othär procedules in Place whir:h

are properly utilized,

Sunl.r-n,arv:
The Adrninistrative Lieutenant works closely with clerical staff to ensure policy and procedul'es are adhered' A

review of weekll, transrnitlals revealed all páperwork hld been signed and approved appropriately with' 
I about their role in various aspects lelated to petly cash,

poena witness fee collections. All employees

docul¡ents are cornpleted neatly and legibly' Receipts

ministrative lieutenant colrducts quarterly reviews of
on lnemorandurns which al'e filed' There have been no

ise all purchaSes have been less thell $50 and

ions. Redwood City Area's audit revealed a

ly and withirt the expectatiorls of state govet'nntetrt'

B. T. LOTT, Captain
Commander

Sofery, Service, und SecuritY



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls
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t:Í==::=======::==::======:==

TNSTRUCTTONS: Answe¡ individuat items with "yes" or "No" answers, or flll in the blanks as indicated' ,ly_d]Ì:l"pÎi?Î:^y:1f,p:]Ï,
lü'iåii.ìri:ìi;r;i;r'iåïiJrä¡åi'rãtåä'¡i tlinip".rionr shatt be commented on via the "R marks" seclion. Additionallv, such

-))-^^^^A ¡^ ah^ Á^J (¡rral a{ 
^ammand

dvvttvewtw rvYsr v¡g.EYY,

;Ë;;ü.i¿; andtor oe¡c¡encies shau be oo.uräñtéã'on an Ex upri?l:.,gogïTrt?*.19d',,Ì:î^d,1"-Iii:l,iir""l"J.:,.,::il;
u¡Þul gyql leleÈ ql lvrvr vv

Furthermore,lhe memorandum s rallinclude rnyiòriã*-rp and/or óo rective aciion(s)taken, lf this form is used as a Follow-up lnspection,

t//ts /o I
'))/'/o /fóf ..zut, oTnr/¿ß,

t Division Level ß Command Level

n of¡ce of lnspections ! Voluntary Self-lnspection

lnspecror'ssisnature: /Z&f_*(/ffl t-

i 
I ,o',o*-up lnspection

Foflow:up Requi¡pd:
fl Yes El'No

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11,1, Chapter4, and HPM 11'2'

Chapter 2.
1. ls management actively involved in revíewing and

approving paperwork related to receiving and
nrcnarinô colleetions?

lØ-Yes X tlo n ruln
lf o,<- *rf

RemalK5i/is/év.T Á/^ .DoL 
r

4t A fZZ¿.-¡H'V:ê(t

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines

for overall management and accountability of
receivino and oreoarino collections?

n Yes VNo n ru¡n Remarks: 4lf /'¿'¿7
/4,D/JÞLtÞ.

*1 (,-tÊAí¿4Þ4 'u)¿L 
Atto to,("|

3. Does the command have adequate separation of
duties for collections received? [i]"fes ll t¡o N N/A Remarks;

4. Does the command have adequate separation of
duties for the cash receiptploc€qq? 

-
ø1"" ll tto l-l lrllR Remarks:

5, ls accrss to the safe and/or vault appropriately
restricted? L KL../s arrLy , lH-Yes ll trlo [-l llln

tys',4 Bcx é ler'¡'rt!)
Remarks: tpi¡]od ¿u</¿f' A3,'Nrt5'

O. Ooes a record exidts which identifies who has access
to the safe and/or vault and when changes in access
occur?

Ø/Yes X tto I N/A Remarks: /Y1Em' rD¿ il¿l

7. Was the lock combination changed when an excess
number of employees were aware of the 

.

combination, transferred out of the Area, ol no longer
requires access?

t"" tr tlo n N/A

,255 t ,fi¡ae i6Ð
Remarks: Zo,2 - çt/.e_2att

/uc./< s

T-W6;sa6sec;u-iety 
anchored to the building?

l Yes fX{o N N/A Remarks: /vv t,AF6-,

9. Are weekly tiansmittal reports prepared in
aceordance with deoartmental oolicv? FlYes l t'¡o II N/A Remarks:

10Js the weekly transmittalrepoft(s) submitted to Fiscal

Management Section (FMS)within five working days
followinq the week covered by the report?

B4e" nNo ! ntn Remarks:

?) A,eon o-, ,4rr¡ I ftf¡f tt't

/u /r4"?t ù, fn/L-' lÅFtr 7î

CllP 6E0G (Rev. 09'08) OPI 0l 0
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STATE OF ÇALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-íWAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls

t t. Ooòs the command submii the following forms
with the weekly transmittalwhen applicable?
(1) CHP 265, Sale of Discarded.Tires/Junk

Batteries/Used Rotors, Vz irs

lA\ llivil subnoenâ. Y¡1-t,

Sñ* wñ I N¡n Remarks:

(.t) Fzoà'¡¿y's 7vtf y'ulaî
øF ß6¿zrìrzon'¿r"f rt 4-laz4
l;f i;"/ Ð,-/ .

Êatx' it -,r¡)'"/' S'Tt'fs

f" ,¿øorno:,t i ctnnn/-'

1Z-b a n'ten"tõrandum for cash shortages prepared if
neeessarv? l-l Yes l*l tlo mñn

4l<,"-r il*¡t4¿'tfl\
Remarks: .âtt.q¡ -r¿' ool8- _

13. Does the command ensure the information written on
thp nnunter receint is comolete and leoible? ÍY{es [-l tto l-l NiA Remarks:

14, Was a counter receipt issued for each witriess fee

deposit received? Mes l-l ¡to l--l t¡¡R Remarks:

TS. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? E4'u [-l No l-l N/A Remarks:

16. eiPt issued forgach sale, ,-
scarded tireslj u n!Þatteries f
cash received?-

W{r' nruo n N/A Remarks:

17Js sales tax adOòA to items that are not for resale?
¿X, l'c./J¡> i 6ns /fd í ñ* l-l tlo l ru¡n Remarks;

18. Are all countet recèipts pre-numbered and issued in

numerical sequence? ú146 l-l No N N/A Remarks:

19. Were transfers of counter receipt books/certificates
between field commands reporled on a CHP 2664,
ôra¡lit l\lamn - hlnn- Fnrrinmenl?

! Yes !No wdn
C,Y¿þ67?' fzzot*

KemalKSi r-¿-/rÍ/, S¿V¿t//¿6^- ,/

f-l Yes ñ T ru¡N
A r¿oÐ tJA t ¿¿la t¿A/î'L( '

Remarksiz-¡ t¿¡¿l ¡'T¿7J To 'Í'æ¿)¡20. ls the STD 439, Disbursement Voucner, propeny
authorized and comoleted to support expenditure?

Zt, nre tne CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10'00'
quarterly if under $10.00, and on June 30 of each
fiscal Year?

Dá nNo E ru¡n Remarks:

ZZ ts ttre Ct-lp 264 properly authorized? ff* l-ì No TI N/A Remarks:

23. Does the total amount of cash, receipts on hand, and

receipts in transit equal the total of petty cash and
chanqe funds?

E{es INo n n¡n
V/6-'zoj o* F)l(

Rat''*.trt¿r^4.aa arrt2 6 u
¿T. /

ffi to supportperiodicreviews of
petty cash and change funds performed by the
commander or designated Person?

ú* []No [ ru¡n

I

Remarks; Çu- /4¿'z¡'

25, Are overages and shortages of the petty cash
funds reported to Fiscal Manqgement Section? ll Yes [.l ¡lo ñn Ndí-l'r ìJJr6-

Remarks: lo /:AR

CHP 680G (Rôv. 09.08) OPI 010
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srAlE pF oALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHVVAY PATROL

ÍNSPEGTION PROGRAM
Chapter 4
FiscaÌControls

---Z6.\¡r/ere chánge funds used to cash checks, money
orders or cashier/travelers checks? l-l Yes 6t" N N/A Remarks:

2?, Tre cñange Íuñds over $'100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adequate to safeguard cash?

D4es fJ t¡o T N/A Remarks: /r? /tr**/.

ZS. Aré all petty cash purchases under'$S0?
rale, E tlo ñ NtR Remarks:

l..'lYes ñ" N N/A Remarks:

aO OiO tfre command circumvent the dollar limitation by
splittinq the Purchase? ll Yes Eó llvn Remarks:

S1. ls a pétty cash custodian designated by the
commander? lTMes lll No lNn

Atfa - /n¡:,'n: v''rþ(
Remarks:

CHP 6s0G (Rev. 09Ð8) OPI 010



State of California

M e m o r a n d u m

Date: June 5,2008

To; Goiden Gate Division

Business, Transportation and Houslng Agenc¡'

From: DEPARTMENT OF CALIFORMA HIGITWAY PATROL
Redwood City Area

'FileNo.: 330,10899,11853.08-134

Subject: MAY 2008 DIVISION FOCUS - FINANCIAL ACCOLI'T"ITING AND
TRAI.TSACTIONS.

The Redwood City Alea conducts daily, weekly, monthly, and quarterly accounting of its

financial transactions to ensure they are within the policy and procedures as outlined in GO's 6'3

and 110.2, ÍlPG 22,1, Chapters 5 and 15, HPM i 1.1, Chapters 4, 6, 10, and 13. Supervisors and

managers oversee transactions such as report sales, asset forfeiture, school bus certificates,

automotive parts sales, subpoena fees, PRA, and reimbursable contracts, etc' Transactions are

r¡ade with tire appropriate parlies, Receipts, accountiilg reports, requisitions, and contracts, etc'

are traclced and compared against the tlansmittals. Separate accounting is done of the petty cash.

Sales cash is converted to cashier's check and forwarded with the weekl¡'transmittals. Other

sales reports are also sent with the weekly transmittals (autornotive parts sales, etc.), A manager

tracks the ARM's S),stem. The Redwood City Area has been cornplirnented for its accurate

accounting.

B. T. LOTT, Captain
Commander

Søfcty, Servíce, ønd Securìty



Iiusiness,'l'ransportati<ln alrd Iltlu'sittg Âgcttct'
Srarc ol'Califofltia

Me¡norandum

Date:

To:'

[ìroln:

File No,:

Subject:

Cìaptairr

Attachlnents

r:Hrj fì1\uP /lìc.v 1 Í-86i OPI 07C

I)ccenlbe:' 31 , 2008

Coldcrl Cate Division

DEPAIì.'I'MEN'TOFCALIFORNIAIilGH\ryAYP.ATROL
Gcllclen Gate Cotnllutiic¿ttitllls Center

318.10224

I]PN422.1,C]-IAPTER3,CO\4MANDPROCUREMBN'I.SINSPECTIoN

Attached you \4'ill flilld the results of our t'ccentl¡'cornpleled Chapter -î' Cornmand Prc¡cul'enreuts

Ipspectiop as requir"Júy tl',. Offioe of lnspectiótls' ft¡eres'ere issues noted that were

irrnrediatel),rectified 1o ensure tle comnranJ rvas in conrpliance rvith policy; ll'lost notable was

the irnnrecliate iniplementation of CFIIj 78S use'

td, rvc have conrn-¡an

it¡' o¡tltt command' oll

use of the CFIP 78S, for all

our., ror P;;;ht* r'equisition' ded to

required,

\\¡ith respect to the cal-Card pfogram, as we al'e naturally competitive and frugal in our

purcbasi.g of iterns, the fair án¿ ,ru*',ut le clause of ttre CFIP: fl ' Cal Card Log' is esse'tialil'

â rvai'er of f.ormatii¡,:";iiäi:ôurà nolà.rr have received trai'i'g specific to the cal-card use'

bul are au'aiting procul'ement tt'atutng'

Lastly, Golclen Gate Divisicln enrplol's a Business Selvices OÍficer (BSO) who handies nearl¡' ail

of the X-Nr"rnrber requests nlr.thc facirity and contracl procurements, Since we are housed r¡'ithi'

the divisio' office. trle Ilso hanclles,rorrårthe needs thal impaot oLìL oorlrrarlcl; rcgardless clf

conlract ol' *_,rr,.,",bå,:pr.i"."r, of those X¡lunrbers oL'. oolllnla'd specificall¡, generates, our

1lt'occdures o"to']Sisitnt r¡'ith polic¡' ''qui'*'nts' 
All X-nunrber cli'scle¡rancjes icìentificd in the

l;;i;; orzOos Jrad been inrnrediatel,r' ¡'ectified a¡rd are u'ithoul recur'elrce'

¡rection ma¡'be clirectecl to llle 'àt701'551'41 {ì0'

A.T. PACI.IECO

S u,fe$,, S c rt'i.c e, a n d S e c u t' iÍ.1'



STATE O.F CALIFORNIA
D.EPARTMENT OF CALIFORNIA HIGI-IWAY PAÏROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 1

Command:

318
Div¡s¡on:

Golden Gate
Chapter

J
lnspected by:

PSDSII Pat Ahls
Date;

12t2612008

Cal-Ca rds, X-Numbers, Procurements

INSTRUCTÍONS: This document shall be typed. Check appropriate boxes as necessary, or fìll in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter lnspection number. Under "Fonruard lo:" enter the next level of command where the documenl

shall be routed to and its due date, This documenl shall be utilized to document innovative practices, suggestions for statewide

improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 5'1 Memorandum may be used if

additional sPace is required

TYPE OF INSPECTION

tr Division Level X Command Level

n Executive Office Level

s Comments R lnnovative

. No ínnovative practices were observed.

Command S est¡ons for Statewide lmprovement:

All Cal Card holders within the command have had no procurement training. Simultaneous
training would be beneficial and cost effective.

The initial lack of use of the CHP 785, Conflict of lnteresf Sfafement, for all purchase requisitions
was evident. The upcoming program for requisition equipmenVpurchases will significantly
mínimize that unintentional oversight from occurring, Furthermore, Area has immediately
rectifled all purchase requisitions to be inclusive of the CHP 7BS form as mandated,

l_þgpqctor t_ttglggl

. Twelve (12) Cal-Card statements were reviewed for 2008. All staternents were completed
accurately in accordance with policy.

. Per HPM 1 1 ,2, page 3-5, the Cat-Card file must contain the following forms:

o STD 21 form
o STD 204 form
o CHP 28 form
o Small/Micro/Disabled Veteran Certification (if applicable)
o CIWMB 74 form



STATE CF'CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAN D INSPECTION PROGRAIVI
EXCEPTIONS DOCUMENT
Page2

Command:

318
Div¡s¡on:

Golden Gate
Chapter:

lnspected by;

PSDSII Pat Ahls
Dale:

12t2612008

Cal-Cards, X-N um bers, Procurements

Since GGCC is such a small command, all of our STD 21 and STD 204 certification forms are on
file Area and/or with Purchasing Section in Headquarters. A suspense system was put in place
for updating and renewal of that information locally every two years. The upcoming Procurement
Program, REDS, should address these issues as well.

. Per HPM 11.2,the retention for Cal-Card documents is three years plus the current year. 2007
and 2008 Cal-Card files are kept in the Area office. Older files are stored within the command
general files,

Lçemrclderþ_Begpglìgg _-_*J
The Area identifíed deficîencies during this inspection and took immediate action; as noted above. ïhe
Procurement Training scheduled for January 20Ag would be most helpful for the employees who handle
the procurement of supplies and equipment,

ector's Cornments:

The current system used to record Cal-Card purchases and file the required documents is absent of
deficiencies, The X-number program was recently audited in early 2008 and deficiencies for that
program were rectified immediately, This inspection revealed the lack of use of the CHP 78S form.
Area has put a program in place to rectify that as well,

Plan/Timeline



STATE OF CALIFORNLq
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3

12t2612008PSDSII Pat AhIS

Cal-Cards, X-Numbers, Procurements

Commander's Basis for

Signature (for appeal):

t¿/sthr
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFTWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Commánd:

GGCC
Division:
GOLDEN GATE

Number:

318

Evaluated by:

PAT AHLS, PSDSII
Date:

12-26-08
Assisted by:

FLORENCE TATE, OSSI
Date:

12-26-08

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated, Any discrepancies with policy,

applicable legal stalues, or deficiencies noted in the inspections shall be commented on via the "Renarks" section, Additionally' such
'-v-'-'--'---

Jísðiãôãn"ieã and/or deficiencies shall be documented'on an E :ceptions Document and addresseg tî.,|::..]lîYîlÍ"""^TT3i1;
urqvl vyer rvrv

ÊurtnËrrorr, the Exceptions Documenl sha[ include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

ion, the "Follow-uP I ion" box shall be marked and only deficient items need to be re-in

rvpe oT IÑSPECTION

n DÍvision Level X Command Level

fJ Executive Office Level n Voluntary Self-lnspection

Follow-up Required:
IYes XNo ..

E Follow-up lnspection C1.
¡t ì< --/

For applicable policy, refer to: HPM 1 1,2, Chapter 3

T. 
-Ãreãll employees assocíated with the use of the Cal-

Card program completing the CHP 7BS, Conflict of
lnterest Statement, EmPloyee, form?

n Yes XNo n N/A Remarks: IMPLEMENTED 12-29-08

z Ãre'sfo. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for

each vendor utilized?
X Yes nNo [] ruln Remarks: COPIES KEPT lN

GENERAL FILE AND MAINTAINED
BY HEAD QUARTERS

3. Are STD. 204 Payee Data Record forms maintained
in the Cat Card command file for each vendor
utilized?

I Yes XNo ¡ N/A Remarks: MAINTAINED BY

HEADOUARTERS

4 Areõalforn¡a lntegrated Waste Management Board

Form74 documents maintained for each vendor
utllized?

X Yes XNo fl N/A Remarks: MAìNTAINED BY

HEADOUARTERS

5, lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

X Yes fJ No [ rurn
Renrarks: FILED WITH OUR COPY
OF THE CAL CARD STATEMÉNT

tf When farãnd reasonable is utìlìzed, is the fair and

reasonable method documenied and properly
justified?

! Yes XNo X N/A
Remarks:

Z. nre purcnases split into multiple transactions in order

to circumvent transaction purchase limiis? n ves XNo n n¿n Remarks:

a Ooes tfre CHp gt7 Cal Card Log fully describe the
purchase? X Yes XNo n ru¡n Remarks:

g. -nre 
bank statements reconciled with the CHP 317

Cal Card Log and the receipts/invoices? X Yes üNo n N/A Remarks:

CHP 6BOD {Rev 09'08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

10, ls the CHP 317 Cal Card Log properly authorized
and maintained? X Yes fl ruo n N/A Remarks:

11. Are credit invoices/receipts for returned items
maintained with the bank statement? X Yes nNo n N/A Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on

the bank statement.

X Yes nNo n N/A Remarks:

tg. Are CatCards maintained ín a secure area?
X Yes |_l rrlo l-l va Remarks:

14. Are Cal Card purchases pre-approved by the
commander? X Yes fl ruo ü nrn Remarlts:

te lave allcardholders received training on the

Department's procurement processes? n Yes XNo lnn RemarKS: TRAINING WILL BE
CONDUCTED BY DIVISION IN
JANUARY 2OO9

16, Are item(s) purchased with the CalCard prohibited

by departmental PolicY? n Yes XNO nvn Remarks:

CHP 6800 (Rov 09.08)OPl 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-{WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Prograrn

Page 1of 2

Command:
GGCC

Division:
GOLDEN GATE

Number:
318

Evaluated by:
PAT AHLS. PSDSII

Date:
12t2612008

Assisted by:
FLORENCE TATE. OSSI

Date:
12t26t2008

:::=::====:::=-::===:::= ======:=::====:=--=::==:========:==::==::=:====-
INSTRUCTIONS: Answer ìndividual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies with policy'

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally' such

àiscrepuncieã and/or deficiencies shan be documented on an Exceptions Document and addressed to the next level of .1T1?iÍ^.. 
,,^v,ev, vl/slvrv

Furthermore, the Exceptions Document shall include any follow-up andlor corrective action(s) taken. lf this form is used as a Follow-up *

ion, the "Follow-up lnspeclion" box shall be marked and only deficient items need to be re-i

Tvpe or tNsPccrloN

! Division Level X Command Level

! Executive Office Level fJVoluntary Self-lnspection

Foilow-up Required:
[-l Yes X No

[J Follow-uP lnsPection ;M-
For applicable policy, refer to: HPM 1 1,1 , Chapter 23

1. Are multiple X Numbers awarded to the same vendor

to circumvent the $4,999 contract fimit? ü Yes XNo n x¡n Remarks;

2. Doáa all X Number file documentation contain the
STD. 204 PaYee Data Record? X Yes INo I nln Remarks: MAINTAINED AT

HEADOUARÍERS

3. Do X Numbers requiring a contract (i.e., janitorial or

landscaping) have prior approvalfrom the Business

Services Section commander?
n Yes üru0 X NiA Remarks: BSO HANDLES FACILITY

MATTERS

4ireX Number requests made prior to the date the

services are Performed? X Yes ENo [ ¡yn Remarks:

5-Are X Numbers issued for a onelime use?
X Yes l-l ruo n!1À Remarks:

6, Tre prþhi¡¡teo services performed using an X
Number? n Yes XNo n N/A Remarks:

L Are X Numþers used for the procurement of a
service and not the purchase of a commodity? X Yes XNo ! ru¡n Remarks:

A umbers issued for telecommunications
related services Pre-aPProved bY

Telecommunications Section?
n ves fl I'lo X N/A Remarks:

9.- Dò X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000
have prior approval from Facilities Section?

! Yes X t'¡o X N/A Remarks:
HANDLED BY DIVISION

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Com missioner?

ü ves []No X NiA Remarks;

cHP 68oE (Rcv 09'08) oPl 010
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STATE OF CALIFORNIA
DEPARTMENT OF CAUIFORNIA HIGI"{WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

ll io ãl X Numbers awarded to a non-small business
vendor contain three price quotations? X Yes XNo DruN Remart(s:

12. Do allX Numbers awarded to a smallbusiness
vendor contain the small business certification from

the Department of General Services (DGS)?
X Yes ENo n N/A Remarks:

-fu, Does the file documentation contain the STD. 21

Drug Free workplace certification for X Number
vendors?

X Yes nNo x N/A Remarks: MAINTAINED AT
HEADQUARTERS

t¿ Oo emergency service X Numbers document and
justify the emergencY? X Yes ! t'lo D n¡a Remarks:

15. ls the itemized invoice for each X Number service

maintained in the command's files? X Yes trNo D N/A Remarks:

CHP 680É, (Rev 00'08) OPI OIO



STATE OF CALIFORNIA
DEPARTMÉNT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 1of 3

Command:

GGCC
Division:

GOLDEN GATE
Numþer:

318
TGiñaterl hv' Date:

12t2612008PAT AHLS, PSDSI
Assisted by:

FLORENCE TATE, OSSI
Date:

12t26t2008

=::==-:====:==::===:============::===:=====::-===
ilems ers, orfill in the blanks as indicated. Any discrepancies wilh policy'

ies no all be commented on via the "Remarks" section. Additionally, such

all be ptions Document and addressed to the next level of command.

ent sh and/or corrective action(s) taken. lf this form is used as a Follow'up

ln , the "Follow-up lnspection" box shall be marked and only defìcient items need to be re'inspected.

TVpE or l¡lspecrlo¡l

E Division Level X Command Level

E Executive Office Level ! Voluntary Self-lnspection

S¡gnature:

z ã''"

Follow-up Required:
XNoYes n Follow-up lnspection )î/sr/r'

For applicable polìcy, refer to: HPM 1 1.2, Chapter 7

1, Are participants in the procurement process at the

command level familiar with the related policies and
procedures for Purchasing?

X Yes fl No ! ru¡n Remarks:

2. ttave nppróvers/reviewers of purchases received
procurement training? n Yes XNo ! n¡n Remarks: TRAINING WILL BE

CONDUCTED BY DIVISION IN

JANUARY 2OO9

n Yes XNo E N¡N Remarks:3. Are prohibited items procured on ul1P 43, l'urcnases
Requisitions?

. Supplies for personally - owned equipment

. Commodities for personal use
¡ Confirming order
. Purchases via the internet

Purchase Req uisitions,
items obtainable from

m different statewide
commoditY contracts?

X Yes DNo [ ru¡n Remarks:

@íon entered onthe cHP43,
Purchase Requisition? X Yes !No n ru¡n Remarks:

O -nre tne CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (JulY 1)?

7. seõf goõds
ner, Staff, for

approval?

X Yes nruo fl N/A Remarks:

X Yes nNo I ¡un Remarks:

CHP 68oC (Rev 09'081 OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Purchases

g. Oo specialized items purchased contain the
appropriate Division, and/or OPI approvals? X Yes lNo fl N/A Remarks:

X Yes ! tto I I'tlR Remarks:9. Are the CHP 43, Purchase Requisitions,
competitivelY bid?

10. Does ihe CHP 315, Price Comparison Worksheet,
document at least two price quotations? X Yes nNo fl N/A Remarks:

t t. Rre L¡mited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljustified and in compliance with SAM

3555?

n Yes trNo X N/A Remarks:

12. Are Limited Competítive Bidding purchase requests

for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

n Yes lNo X N/A Remarks:

ffid (NcB) purchase requests
contaìn the NCB justification and NCB Corrective
Actíon Plan documents?

n Yes nruo X N/A Remarks:

TZlAre ¡tems checked immediately for content and

damage when delivered? X Yes !No n ruln Remarks:

t S. ls tne "received copy" of the purchase order
approved, dated, and forwarded to the Fiscal

lirianagement Section (FMS), Account Payable Unit,

within three business days of receipt, if all items are

accepted?

X Yes E tlo I N/A Remarks:

-_--tO-Ãã-e 
fre¡ght anO/or packing slips attached to the

received copy of the purchase order and sent to
FMS?

X Yes ENo üvn Remarks:

17. lsms provided a photocopy of the purchase order

and any approved freight or packing slips as

acknowledgemenl that a portion of the order has

been received?

X Yes lNo D N/A Remarks:

18.ls the original "received copy" retained by the
command for completion and forwarding to the FMS
rrrhon tha nnmnlefe qhinmeni is received?

X Yes fl t'lo T ru¡n Remarks:

lg. Rre DarTraged ite.mq delivered by common carret
acknowledged on the freight bill by the carrier's driver

before being accePted?
X Yes nNo n N/A Remarks:

cHP 68OC (Rev 09.08) OPI 010
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STATE OF CALIFORNIA
DEPARTMÉNT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
¡NSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

ZO ls Purchasing Se¡vices Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43

is no longer needed and a purchase order has not

yet been PrePared?

n Yes lruo X N/A Remarks;

2Tlr€ open p{trchase orders periodically reviewed and

investigated to ensure the orders are not opened for

an unreasonable length of time' (SAM 8422.0)
X Yes nruo ! rurn Remarks:

22. Are copies of the purchase requisitÍons and purchase

orders maintained for three years after payment?
(SCM Vol. ll, Ch. 11, ToPic 4)

X Yes nNo n N¡n Remarks;

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the

purchase? (SCM Vol ll Ch. 2, ToPic 11)

X YeS nNo n N/A Remarks:

n Yes XNo n NiA Remarks:

CHP 6eOC (llev 09'08) OPI 010
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STATE OÊ CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECT¡ON PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

items ers, or fill in the blanks as indicated.
ies no all be commented on via the "Remar

all be ptions Document and addressed to t

ent sh and/or corrective action(s) taken. lf p

Number:

lnspection, the "Follow-up lnspeclion" box shali be marked ?nl-only_*deficient items need to be re-inspecteo,

TYPE OF INSPECTION

n Division Level X Command Leveì

n Executive Office Level ! Voluntary Self-lnspection

Lead I nspector's Signature:

¿-

./i

Follow-up Required:
l-l Yes X No

Ll Follow-up lnspection Date; , .1

t ¿,/;7.Á'.[t

For applicable policy, refer to: HPM 1 1.1, Qhapler 22

1. ls a CHP 78 Contract Request used to initiate all

seryice contracts which are repetitive, regardless of
the estimated dollar value?

! Yes n ¡¡o X N/A Remarks:

2. ls a CHP 78 Contract Request used for one-time
services exceeding $4,999. 99? n Yes !No X N/A Remarks:

3, is the Office of Prímary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CPllfor
corttr.?ct payabte listed on the CHP 78?

n Yes nruo X N/A Remarks:

4, ls the performance of contract services monitored
and documented? E Yes DNo X N/A Remarks:

5. Are all copies of correspondence with the vendor
maintained? I Yes lNo X N/A Remarks:

6, Are letters for contracts documented and maintained
which outline any problems related to substandard or

non-performance of the vendor?
n Yes nruo X N/A Remarks:

7 . ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

n Yes I tto X N/A Remarks:

A-Áie all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 1 1 ' 1,

Chapter 22, before forwarding the CHP 78 or CHP
78A?

I Yes fl t'lo X N/A Remarks:

Cl'lP 680F fRov 09'081 OPI 01O
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.I\^/AY PATROL

COMMAND INSPECTION PROGRAM
lNSPECT¡ON CHECKLIST
Chapter 3, Command Procurements

Contracts

9. Are requests for contract serurces less tnan sTx

months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

! Yes nNo X N/A Remarks:

10. ls alt work completed and accepted by the
Department before expiration of contract agreement? ! Yes lNo X N/A Remarks:

t t. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e,9., review
progress repofis and interim products)?

n Yes üNo X N/A Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

ü Yes nruo X N/A Remarks:

Are contract expenditures monítored to ensure there
are sufficienlfunds to pay for alf services rendered
as required by contract?

13 ! Yes !No X N/A Remarks:

14, Doãs ihe requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

I Yes ! t'lo X N/A Remarks:

15. ls the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

n ves INo X N/A Remarks:

ro, nre^äiã-ppr¡ca¡le torm 3-ecions of the CHP 78

completed? I Yes n ¡lo X N/A Remarks:

lTDo emergency contracts document and justify a

sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

n Yes nNo X N/A Remarks

18. Are all employees associated wíth the management
of a contract completing the CHP 7BS, Conflict of
lnterest Statement, EmPloYee, form?

ü Yes lNo X N/A Remarks

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

n Yes nNo X N/A Remarks:

20. Are contract arnendment request dollar amounts
increased more than 30%? f-l Yes l trlo X N/A Remarks:

CHP OOoF (rìcv 09'08) OPI 010



Page 3 of 4

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendment request
more than one year? n Yes I tlo X N/A Remarks:

22. Are amendments requested before the expiration of
the original conlract? I Yes n ¡lo X N/A Remarks:

23. ls a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rentalwhich is expected to exceed $4,999.99 in

totalcost?

I Yes X t¡o X N/A
Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

D Yes nruo X NiA Remarks:

T{ Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) finqerprin!
checks-,,and drivel- lice.nse checKg conducted for all of
the following types of agreements:

(1) Avionics Mainlenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) JânitorialServices
(5) Consulting Sorvìces

I Yes lNo X NiA Remarks:

26 ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if

the contractor and/or specifically assigned personnel

are scheduled to be on-site for more than 30 days;

(1) Alarm and Fire Alarm Moniloring
(2) Carnera Maintenance and Repair
(3) Carpetlnstallation
(4) Diesel Generalor Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7t F¡re Extingu¡sher Service
(8) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Ma¡ntenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(1 1) Laundry/Linon Service
(12) Ofice Machine Maintenance and Repair
(13) Painting Services (interìor of facility)
(14) Plumbing Serv¡ces
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regula|
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

n Yes I tlo X N/A Remarks:

CHP 680F (Rov 09'00) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIiWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information
forwarded to Contract Servíces Unit (CSU), along
with the contract number for retention after
Commander review?

n Yes nNo X N/A Remarks:

28. fs CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

n Yes Ëruo X N/A Remarks:

29. Are all ínvoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

n Yes !No X N/A Remarks:

30. ls a log sheet maintained for a diary of activities
related to the contract? ! Yes nNo X N/A Remarks:

31. ls a computer file prepared for all contracts
administered? n Yes nNo X NiA Remarks:

32. ls a spreadsheet prepared listing altexpenditures?
[] Yes nNo X N/A Remarks:

33. ls the notification to the contractor documented for
the start date for services to begin? n Yes nuo X N/A Remarks:

34, ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

n Yes !No X N/A Remarks:

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a scheduìe
for performance? (SCM Vol, l, Ch. 3, Section 3.02.1)

D Yes E tlo X N/A Remarks:

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. I, Ch. 3, Section 3.02.5)

n Yes !No X N/A Remarks:

37. Does Contraet work only begin after approval of the
finalcontract? (SCM Vol. 1, Ch. 4, Section 4.09) ! Yes E Irlo X N/A Remarks:

38. Are the requirements fot Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. I,

Ch, 7, Section 7.05)

Ë Yes !ruo X N/A Remarks:

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. l,

Cn. 4, Section 4.09)
I Yes nNo X N/A Remarks:

ÇHP 6B0F (Rev 09.08) OPI 010



Busin ess, Transportatio¡r a nd Housing Agcnc¡'
State <¡f Calilornht

Memorandum

Date:

'fo:

Fronr:

lìile No.:

Subject:

December 29, 2008

Golden Gate Division

DDPARTMENTOFCÄ.LIFORNIAIIIGHWAYI,/i'TlìoL
Golden Gate Conrmunications Center

318.10224

T.II'M22,I,CHÂPTBR4,FISCAI-CON']'ROI,SINSPECTION

Attached you will find the results of our recentl¡' conrpleted Chapter 4' Fiscal Controls

Inspection a^s requirJUy t¡, Office of I'spections. There wel'e tlo discrepancies 
'oted'

As a Comnrunication Center Conrmand, we have minimal fiscal trarrsactions compared 1o a fìeld

aroa comrna¡¿. fnerefot. *-y of the irru.t were not applicable to our operations'

ection may be di¡ected to nrç al707 '551'4180'

A,T, PACI.IECO
Captairr

Attachments

,Ç a fizÍtt-'Sert,ìac. nn d,Snc u rìtv



STATE of cAL'FoRNlA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 1

=:::====-=====-- ---::======:::====-===:====:::=-
INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number ol the inspection in lhe Chapter lnspection number.. Under "Forward to:' enter the nexl level of command where the document
shall be routed to and its due date, This document shall be utilized to documenl innovative practices, suggestions for siatewide
improvement, identified defciencies, corrective action plans, and may be used to appeal fìndings. A CHP 51 Memorandum may be used if
additional space is required.

OSSI Florence'Toni' Tate
PSDSII Pat Ahls

Fiscal Controls

TYPE OF INSPECTION

n Dívision Level fi Command Level

I Executive Office Level

. No innovatíve practices were observed.

Corrective Action Plan lncluded

Appeal lncluded

Attachments lncluded

n
n
tr

Command S tions for Statewide ent:

r No suggest¡ons were made.

' Golden Gate Communications Center has very tittle cash transactions, save discovery motions
and requests for cassette tapes. All transactions are in accordance with HPM 1 1 .1 , Chapter 4
and SOP Chapter 3,8.

o The Area Commander/designee (during her absence) reviews, initials and s¡gns the weekly
transmittal.

. Periodic and random internal aud¡ts are conducted on the petty cash box, which is locked and
secured as required by policy. There have been no deficiencies noted during any of the audits.

Lçslrelr"q.qË!-espgæs

The Area identified no deficiencíes during this inspection.



STATE OF CALIFORNIA
DEPARTMÊNT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGR,AM
EXCEPTIONS DOCUMËNT
Page2

Golden Gate
lnspected by:

OSSI Florence'Toni' Tate
PSDSII Pat Ahls

Fiscal Controls

[lnspectorãõomments: I___.)

None,

RgqUifed ACtiOn ¡'':,,';jl;¡' .:',. ,.: .. ;i''liì..1'.i¡:-ii:'"',. .'':r:,1 :': ...:'::.:':j :''' ... .:.:::.'

Corrective Action Plan/Timeline



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND ]NSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3

lnspected by:

OSSI Florence'Toni' Tate
PSDSII Pat Ahls

Fiscal Controls

/¿r/z ?/ o f
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STATE OÊ CALIFORI'JIP.

Of pnt'trtVl,=t'¡l'Cl: CALIÍ:ORNIA l-llcH\ /AY PAllìOL

INSPECTIOI{ PROGRAIVI
Chapter'4
Fiscaf Co¡rtrols

: GGCC; |-7\rçU ; :

--

j-ñãtuatè<r tlv : Lrate

Florence Tate. OSSI i 12.-26-08
: Assrste(i bY ' Þate

Cotnrriirtci i 0rvrstori
i GOLDF.lri GIiTE

ll u nÏ)e r'

31¿

,-B al.¡-\tr l"q, P 9=p I '' i i2"20-0till'

======a:=======':===j====:==::==:====:.====.=-=======::==:=======?_.¿==-'==.2=:==:: -.:'.:=:;:;::==

ffiiåi|álill";,iJ,i;îi'i:i"Jl":\ï,#;'Ï,å'ä'ìn t;;,1'ir:'l:È:":nl'::-*::X*:l'*'::ilíi::'ì'Íill:; î;':J'îJ-'ilo"HiHXIJ""
iHi:i:li.i::i,üJiiï',?iJ"Hi'i;,ii#:Läìi¡lqï*,. îi'*:i'"'"3,:::l*l1'*1','i:il'"fiìîî0,!",;i:, ïJ;'"1::"Jffi;Tiiil
r LI¡ llltrlll lwl ç.
tlre "Ëollovr-u(r lnspection'' lrox slt¿t
æ 7:_-:::::--

ao lnsÞecto'TSEñlnsÞector's Stgnaiute
'iYPE Oí lltsPicÌil.)¡l

[- Division Level

fj Off¡ce of lnsPections

X Cornmancl Level

I \/oluntary Se lf-l rrs¡reotion Ê,Ír*"'*r.- h,i:

Ü Foltow-Up lrrsPection

-r o r a p p I c a o I e p o I c i e s'. iãj e i t o S tat e. A tl I ì 

| i :tl ? ÏY" "rviã,.r.,ãi (SAM),'HPl\¡ 11 1, clrapter 4, anci HPM 11'2' 
i

I

llrepa ll

Chapter 2, "-*^--]
----:-::):----.----- ng arrci i _ |1. ls manag rrv q¡rv ì n r

apnroving PaPenvork ¡ rld "t i I 
i

Éollou,-up Requled:

[ \'es lffi t'to

llrepa l.---l ¡ --*--i
-'-)--'¿-- | ! t ,. I Renlarl,,s: weel(ii, sus¡rense iollc,ws 

i2 
3å'.I0r.", (sop)ro prov i x vu, ! = 

to 
i 
ri rrti' i [Ëi;ì'ii'.,'ffi]ì¿;::iö;r; 

""" 
'Procedures (Þurl lo lrruv i í t- 

|

for overall management and accoulltab¡l¡ty of I i i

receivi¡r -+--lril3. Does tlr i ., ,,^^ i Ren'rarks: - i

ciuties for'-colleoliorrs re99ry9q?------- .-. ; . .i /)..ì rj- , --
^,.-.^ÉÃ+r^ñ^1 i : i-- a Oot. tllãïoñmand have ac¡equaie separation oí j ' I i '-

ss? -,,, -tr:sl={:r-I9-- A-ji:l'^.------.i
It a¡ipropriately , ,'.--. ..,-.^ i - n,^ i ,, ,.,,o I Ëiernarks 

:

resiricled ?
Oã.*=ta;æx'sts-v¿rrrcnicjenttTreswnõnàsaccessl6 
ß''''.iili"':''LiJii:,1ilÏiåffi¿i'"ñJÅ;;; ,' ;ä; i r v"" i x r'ro

i Yes nNo X NiA

-_-:rjr=i--:----I),an*õre-ao-thenrrilding'i i - 
i it ts the safe securety arìctloreo to lrle uLur - i -f IgL_tr_fy"_rZrty¡

Rernarks:

Ii Renrarlrs;

-- 9- l\re v/eel(ly rrr 
iaccorcle¡nce 

-=----+-ð-tr!-i
---";;-=:Ílal7-¡, itièct to f:tscal Ì Iitieci to Fiscal10. lS the wêel<'y .q,,e,"¡r!e' 'y-v".-, -. '

iy,rìrágu..tít Sectjon (FMS) withir¡ ftr¡e u¿orking davs ; X Yes 
i

tðrro*i14-¡191ç9li'..coveredi¡v-!lle-J9p9rl1-*

¡J l!o,_r 'r-J l\r¡J i
RrJn¡â rKg.

[]No iI ¡¡4 : Renrari<s

í;itfj 4.c.5.: iRÈ.. 3s.irl crg¡ {i'ra.
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STATã O¡ CAlJiOiìl'llA
D E FA IITIVI Èl'11' OF CAt- lí"Ci ( l'l lA ¡l l(,¡-l\ /AY Pltl]ìOL

INSPEOTICI{ PROGR.AM
Cnapter 4

Fiscai Controls

- - îì -óì, ä;" ni ð öö m rìi a ñ ci Ëiì b rnìî i iì ãio tìöïJr ii s- Ío r r" s
' witir tl'ìe weel'llv iransnlitial ruir en a pplica blc îr

(1) Cl-lP 265 Sale ol Dìscarciecl Tires/Jcrrlk

ljatteries/Used Roiots'
(?) Cl lF' lJ6, EvlcJsnce/Fropert¡' Receipt/Repori

{ Unclalnrecj Pro¡:ertY)

(3) STD 634, A¡¡sence anc AclclitionaiTir¡le Worl<eci

Re¡:ort for ìurY dutY'

(4) CllP 22't ltAalictoLrs Daniage fleport
(5) CHP 464. Traffìc Conirol Cost Estirnate *

/ldvance DePosit.

X Yes il t.tc i:l I'uA lienìarl<s

Clvll. SUBPOF-hlA I'/IOSTLY

__lq¿_9!yL__qÊoe!le,__=< r---: . -
'12. lsa¡nentoranãfÑiorcaslìshoilagesprqnerecjif i .. i r-,*,^ '-,.,,n in"n'r.¡,...Nosi-toRîAGF-sl¿. l> á lllq,llrvr (¡rrvu¡rr rvr vqr¡rr rrr¡vr'lrJvv F'-r'*'-- i r-' .,^ ; í--a N/A i ñenlarl/.s. NUÞrl\./r. lA\rl--Ò 

:itnecessar\,? -- i .'zr Yes;--.._.LJ i\-9---.
_-::->-.-faOoestHáðorlmallciensuretheinÍcrnrationr"¡ritteriort i i -^, !-,,,,n iRenrarkscoh¡f\4ANüF.RR;vlF.vv@!i

the countet receiptis corn¡:lete and legible? i X Yes i - ^i l:-'Y1.-15¡LlS-'y¡l4l-. - ------ - -:- j

imõvre, 
-i_ 

;-.. i., ' ¡

wicte-toacj. anct speciat eiaitLg]?-i l:Ì.\'es ì i-j No-i¿tr'4--ilt"''Ttkt 

-_j

-:---:-_ ^^,¡---^^L^^r^ i i i i 'i

14 \¡Vas a counier reCeipt íssued foreach witnessfee I i - ,, i ,--,,,,. I iì",narls: i¡.¡ip i ilernarlis:

I

,,6¡[as eacir coñ-ter r._cerpr rssueo fo¡'each sale, i _ i _ i i

inctuding the satû ot ct¡ióarcteo tires, iunk fãtt.i'"., i n v.. ì tr *o i xrllrr i Remarks

useci rotors, ancj other cash receiveci'i

¡TJffirenotforresale?
)i yes ¡ L_r ruo i fi rrlln _i 

il*n,,''n't' ..-_
1¿r7re ail coLnter recerpts pie-numlrereci and issued in

XYes i
¡74 i Remarlls

Renrarks. l{Ol'lE

b¡etween fielcJ commands reportecJ on a CHF 2ô64' il Yes i I ruo i x ruin i Remerks:

Creciit Molp:_Nqt-Eggþmeni? -.------ . i ----:-
--- lg, Disbttrsenlent Voucher' prcpelly i i I Mlssll.lc RECEIPTS i20. ls the STD 4:

authori,z-e<J arrci completecj to..supp!Ìri e>lpqnclitr-tre? i X Yes l--tr-U-rÜ N/A i :un"'it"joR
^_-_-:='-#;l;no^ ,ñ¡¡hsr.^¡llffiffi.i ---- I I I I :Z,rËrfr:J;iF 204 -",'y crrñ-n#r"nitnment 

----T 
- 

i -., L-,.,,,. i R.,,,o,k..
Reqr-rests,col¡Dletedåtleastnronthlyifoversl0.00, iXYes i lttto illl\//\i -'
quarierly if uncier' $10.00, artc.Í on June 30 of each

_- flscaì Veat?--- .),, t" ii.* C'.Up ?61 llrooerlv alrthOfiZgCi

-.-- -- ilãnrourrt cf cash recei¡rts ctr iiand, anC i i -, .. I - i---"-'zg 
Dc,es t¡ìe ictal anrount cf cash recr

reoe¡rJts irr transii equal the tciai of petty c?sh arlcJ i x Yes ì l-: no i llJ rl¡n i Rerrrarks iul'lÐoh4 AUDI]'[4Ërvici's i

il:

-----qlq'r9gL!-Lclsi- 
-.--.1------:---- -.-:;-r-..::;i::-^. =:;--- ----i----T--------i---- 

- 
',

Zl ilt-e,la" àccum-en,at¡or' roiupport periooic reviev'¡s oí ' ,n i tîe..,¡¿,ì,s.
pett¡, e¿5¡' arrc clrarrge functs perfort"Jrrl'ti',a i x l'tu i n ruo i l*l ru¡n i t\er¡;¿,l\'

commancier c,rciq"gjglggg-¡1g$gfü._-- .-_-- i
r¡ , --r:.. ^^^L 

i .tm:Jff:f';;¿:lifl^:i:!lL:J.:'$:i:i, X'es i ¡ r.ro i i-r''u ì o.'i1:ï_I

XYes I
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STATE OF CALIFOíìl'llA
DFPARTMEhII' O¡: CALIFORI'llA HIGHYVAY PATRCL

TNISPECTION PROGRAIVI
Cha¡rter 4

Fiscal Colrtrols

ZO iniere Cnange funcJs used io cash checks, llrorre)/

orcjers or cash ieiltraveiers q[qc-ks3
-ZZ. 

¡ve cnange ÍuriOs ove-r gtO0 anci petiy cash funds
XYes i Útlo

ii
;EN/A ii{erÌìarKs
.:
rl

cver $200 kept in a safe. vault' cr nroney clresi

acl e c¡ u a te !-q_glf.99i9lq-9$!1-.

-æ nreãll petty cash ¡rurchases uncier $50?
No i ri ¡ll¡, i Rer¡arr's

29.1s petty casf, uîeotô f:,rroHaÀê prohibiied iten'rs?
i n y", i x *o i r:rva. ol11 '

3'r lia petty cash cuslodiall clesignatecl þy the llo i tr ru¡n i Remarks: os-sl
commanciet?

î¡l? i¡-ïa¡a-; ;i\*ì úi,.Í:i; Clri'ùÍ(;



State of California

Memorandunr

Date:

To:

Floln:

File No,;

Subject:

llusiuess, Transportation and Hotsing AgcncS'

Jnne I2,2008

Golden Gate Division

DBPART]\{ENT OF CALIFOITNIA HIGI{\NAY PATROL
Golden Gate Commullications Center

3l 8.A0953 t.10224

DIVISION FOCUS MEMORANDUM - MAY 2OO8 EVALI.]ATE Þ-INÄ,NCIAL

ACCOLTNTIN G AND TT{ANSAC'1'ION S

As requested, this rnemo¡andu¡n outlines the Division Focus recornmeudations for May 2008

which recluires Areas to evaluate the functions involving financial accounting and trausactions

prooessing of checks aud cash, Our rnanagenrent and supervisory staff at the Golden Gate

Conrmunications Center (GGCC) have been diligent Ín their eflorts to assist Golden Gate

Division in accomplishing tlre goal towards conrpliance with Deparfmental policies and

procedures pertaining to fiscal accountability.

GGCC has a monthly audit of the Petty Cash which is conducted by the OfJice Assistant and

Office Services Supen,isor I. Quarterly, an audit of the Petly Cash is conducted by the Office
Assistant a¡d Office Services Supervisor I, as rvell as the ¿l,dministrative Publio Safety Dispatch

Supervisor IL

Weekly GGCC cornpletes and subnrits tlie Transrnittal Record with all supporting docurnentation

and/or papelwork in accorclance with policy and plocedure. A revier¡'of the'Iransmittal Records

revealed that the atlloultts audited by the F'iscal Mauagement Section cotresponded with the

amounts subnritted and documented.

GGCC is confident in its efforts to comply with tire goals set forth in the Division Focus and rvill

corrtinue to monitor ancl audit the collection of monies for services ret:dered.

A, 1. PACI-IECO.
Comrnander

Captain

So-fety, Service, an.d Securitlt



Þ lA I tr, LJr UA[¿¡l-L/ñlvlÄ
DEPARTIVIËNT OF CALIFORNIA HIGI-IWAY PA.IROL

COMMAND INSPECTION PROGRAM

vvtrtr q vv9lq

Area
vvtgvl ¡ vqlv

EXCEPTIONS DOCUMENT Lieutenant Elaine D, Wallace
Date:

January 7,2009

=:==:-:: =J=-=J============:===::==:::::::==-==:==::====::::=-=::==================
INSTRUCTIONS: This documenl shall be lyped. Clreck appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

number of lhe inspection in lhe Chapter lns¡>ection number. Under "Forward lo:" enler the next level of command where lhe documenl

shall be routed to and its due dale. This documenl shall be utilized to documenl innovalive praclices, suggestiotts for statewide

improvemenl, identilied defciencies, corrective aclion plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
addilional is required,

IYPE OF INSPECTION

D Division Level I Command Level

! Executive Office Level

Follow-up Requíred:

! Yes E tlo

ector's Comments Re lnnovative Practices:

\one,

fJ Corrective Action Plan lncluded

! Appeal lncluded

! Attachments lncluded

NS

G !J Þ&fdE

Commander's Signature:Forward to;
Golden Gate Dívision

Due Date: December 31,

lornmand Su ions for Statewide lm rovement:

rJone,

lhe Contra Costa Area's Cal-Card records are maintained for the appropriate retention period, and the

najority of the Cal-Card purchases are pre-approved by the Area managernent. Upon inspection of the

;ai-CarA Logs (CHP 317) and corresponding records forthe past twelve months, the Area did not

naintain copies of the Drug-Free Workplace Certification (STD 21), Payee Data Record (STD 204),

)alifornia lntegrated Waste Management Board (Form 74), and small business or DVBE certification

atters from the Department of General Services in the command file for new vendors. The Area

)mployees associated with the use of the Cal Card program have not received training on the

)epaftment's procurement process,

Hl)ô8OA (fìov, 00.08) OPI 010



#?Å'-ñ iliä Ë äÀ ilro*'vrA H r G r-wAy pATRoL

coMlvlnND tNSPËcriol,l PRoeRAM
EXCEPTIONS DOCUMENT

Page 2

Cõnimandef's Responq_.' -_ _l

unaplef:

3 - Cal-Card Prog.

Lieutenant Elaine Ð. \¡Vallace

ctor's Comments:

)orrective Action Plan/Timeline

' 600^ (Rov. 09.00) OPI 010



DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

coM¡üAND rNSpEcr¡oN Þnoonnvr
EXCEPTIONS DOCUMENT

Page 3

slon: pler:
Contra Costa I Golden Gate 3 - Cal-Card Prog.
Area
lnspected by: Dale:
Lieutenant Elaine D. Waflace January 7,2009

Commander's Basis for

This shall be the onl

d lnspector's Sþnature:

ô00/f{ lrìov 09.00) OPI 010



rage IOT¿

Command:

Contra Costa
Area

Division:

Golden Gate
Number:

320

Evaluated by:

Lieutenant Elaine D, Wallace
Date:

Januarv 7 ,2009
Assisted by: Dale:

drn , oi c¡l-lFônr,¡le
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Cal-Card Prograrn

INSTFUCTIO anks as indicated' th policy'

applicable leg on via the "Remar lly, such

Oisciepanc¡eð and addressed lo I and,

Furlhermore, action(s) taken' lf Follow-up

lnspection, lhe " box shall be marked and only delìcient jlems need to be re'inspected.

! Division Level [| Comrtand Level

fJ Executive Office Level ! Voluntary Self-lnspection

Follow-up Required:
Yes No

For applicable policy, refer to: HPM 11'2, Chapter 3

1. Treãl-employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflici of
lnteresl form?

Z. ¡re STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for

each vendor utilized?

3, Are STD.
in the Cal
ulilized?

26a-pay;ee Data Record forms maintained
Card command file for each vendor

4

Ã

nre õãt¡torn iá I n tegrated Waste M a n a g ement Bo ard

Form74 documents maintained for each vendor
ulilized?

lf the venaor ls a srnàll business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

6 When tair and reasonaþle is utilized, is the fair and

reasonable method documented and properly
justified?

7

I

I

Are purchases split into multiple transactions in order
to circumvent transaction purchase limits?

Does the CHP 317 Cal Card Log fully describe the
purchase?

Are bank statements reconciled with the

Cal Card Log and the receipts/invoices?

Lead lnspoctor's Signature:

Remarks: No STD 21s were in the
command CAL-Card file.

Remarks: No STD 204s were in the
command CAL-Card f¡le'

Remarks: No Form 74s were ¡n.the

cornmand CAL-Card lile,

Remarks: No small business or
DVBE certifications were in the
command CAL-Card file.

ct-tP 680D(Rov.0gr48) oPl 010

P 317



Page 2 of 2
'srnre gÈ cnlrronrun
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

. COMMAND INSPECTION PROGRAM
INSPECTION CHEGKLIST
Chapter 3, Comrnand Procurements
Cal-Card Program

10, ls the CHP 317 Cal Card Log properly authorized
and maintaíned? X yes !ruo nrun Remarks:

1. Are creort tnvotces/receipts for returned items
maintained with the þank statement? X Yes ! tlo ürun Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

fi Yes fJ t'lo n NiA Remarks; .

3. Are UalCards maintained in a secure area?
X Yes l-l trlo l-l Nn Remarks:

14. Ate çat uaß purchases pre-approved by lhe
commander? D Yes X tlo D ruln Remarks: CalCa¡d purchases are

usually pre approved by the
Commander and Area Manaoement.

b. Have all cardholders received training on the
Department's procurement processes? K Yes nruo Drun Remarks:

o. Are [em(s) purchased with the Cal Card prohibited
by departmental policy? X Yes !ru0 []run Remarks: The Cal Card Coordinalor

purchased parls which were
approved Þy policy; however, the
iabor was not, Therefore, this
transaction was prohibiled by
departmental policv.

P 600D (Roy 0908) OPI 010



DEPARTMEhJT OF CAL|FORNI4 ]{tGt-tWAy PATROL

corrl¡MAño ¡ruspEcrioru PRocRAM
EXCEPTIONS DOCUMENT
=:=:=======:======:==:::=========::=====:==:::====:=::===========:==:===-::::==:==-
INSTRUCTIONS: This documenl shall be typed. Check appropriale boxes as necessary, or flll in lhe blanks as indicated. Enter the chapter
number of the inspection in the Chapler lnspection number. Under "Forward lo:" enler the nexl level of commaltd where lhe document
shall be routed to and its due dale. This documenl shall be ulilized to documenl innovalive practices, suggestions for statewide
improvernenl, identifìed deficiencies, correctìve actíon plans, and may be used to àppeal f ndings. A Cl-lP 51 Memorandum may be used if
addilionaf space is required.

by:

Lieutenant Elaine D. Wallace

TYPE OF INSPECTION

X Division Level ffi Command Level

n Executive Office Level

Follow-up Requiied;

! Yes X t¡o

lns s Comments Re lnnovative

None.

! Corrective Action Plan lncluded

! nppeallncluded

! Attachments fncluded

Fonvard to:
Golden Gate Division

Due Date: December 31,

mander's Signature: le:

-jøt[Jo1

Sommand estions for Statewide

¡'lone.

ctor's Findin s

lhe Contra Costa Area's X-Number usage is inline with departmental poiicy found in HPM 11,1, Chapter
23, Upon inspectíon of the Area's X-Number service requests for the past twelve months, the Area's X-
rlumber records were found to be maintained for the appropriate retention period, and non-emergency
(-Number service did not occur prior to the X-Number Service Request start dates, ln addition, the
\rea's X-Number service contracts were found to be competitively bid, and X-Number serv¡ce requests
;ontained the necessary and required approvals,

.lP 680,.\ (Rev 0948) OPI 010



DEPARTMÊNT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAX.ID INSPECTION PROGRAM
EXCEPTIOT"JS DOCUMENT
Page 2

Golden Gate 3 - X-Number Prog

Lieutenant Elaine D. Wallace January 7,2009

Commanderb ResPonse; I

L 
.__t

ector's Comments:

Corrective Action Planffimeline

CllP 6004(Rev 09'08) OPI 010



DEPARTMENT OF CALIFORNIA HIGI-IWAY PAÍROL

coI/IMAND INSPECTIOru PROGRAM
EXCEPTIONS DOCUMENT
Page 3

Commander's Basis for

eal Review/Decision:

-ead lnspector's Signature:

Commander's Signature

)HP 000^ (Ro!. 09.08) OPI olo
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'TATE 
oF a¡¡"1¡gRN.tA

DEPARTMËNi O,T CÄUPONT'¡IN HIGFÍWAY PATROL

Com¡vleND tNsPEcrloN PRoGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

X'Number Program

Command:

Contra
Costa Area

Divlsion:

Golden Gate
Number:

320

EvatuateO UY;

Lieutenant Elaine D, Wallqce
Date:

Januarv 7,2009
Assisted bY;

.:=: -=:==:==::::==:-- -_èe---

tNsrRUcloNS: Answer individual items with'Yes" or"NonSl'^i?],',1'^lln*?jl*:,ÎÌllqlå1tîd,i,ål:iåil:tÄ?ffiåijÏlì:3[il
H:iåffi1!i)'i "îi"i:l'äåilJLä,äl'J'JJ'ìi'tn" ''lp.rúon, 

shar óe'o'mänt"ï ôn via the"Remarks" section' Addìtionalrv' such

discrepancies and/or deficiencies shal,be 099'f i1(ffi[Èi::l'.if::'**::ifi:iÎ:î:i'Ïllì,;Ji#Jî"Jiff:TiÊ:î"*-..
lffi"J.l,.,iËiñ:ii!jñlÏ,iiffiff:l'"å:äï",'i"i:äi';"iiffilJo;ii;';-*;tivé action(s)taken rrthis rorm is used as a Forrow-up
rul ult l¡ lluf Ë¡ lllç L^wsyrrvr

lnspection, the "F

OF INSP

! Division Level

n Executive Office Level

Follow-uP
Yes No

For applicable policy, refer to: HPM 1 1'1, Chapter 23

X Command Lovel

! Voluntary Self'lnsPeclion

1.

2.

a

e seme vendor

to c¡rcumvent the $4,999 contract limit?

on contain the

STÐ.204 PaYee Data Record?

cl (i.e,, janitorial or
from the Business

ffiôrtheProourementof a

service and not the purchase of a commodity?

ffi for telecommunications
related servlces Pre-aPProved bY

Tel ocomm uni cations Section?

Services Sec'tion oommander?

4. ffiepriortothedatethe
services are Performed?

5. Are Numbers issued a ons-time use?

6.

7.

@rmedusinganX
Numbor?

Follow-uP lnsPection

:HP OôOE (Rsv.0940) OPI 010
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STATEOF CNIIF9NN¿¿T
DEPARTMENI OF CALIËORNIA HIGI.IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Cornrnand Procurements

X-Nurnber Program

1 1. Do all X Numþers awarded to a non-small business
vendor contain three price quotations? X Yes nruo n ruln Remarks:

12. Do all X Numbers awarded to a small business
vendor contain the smallbusiness certification from
the Departmenl of General Services (DGS)?

K Yes !No n ru¡a Remarks:

13. Does the file documentalion contain the STD, 21

Drug Free workplace certification for X Number
vendors?

E Yes !No fl N/A Remarks:

U. Oo emergency service X Numbers document and
justify the emergency? E Yes n ¡lo I N/A Remarks:

15. ls the itemized invoice for each X Number service
maintained in the command's files? X Yes lNo ! ru¡n Remarks:

lf,0E0Ê (Rov. 09.00) OPI 010



DEPARTMENT OF CALIFORNIA HIGJ.IWAY PATROL

coMMANÐ ïitsPecÏoru PROG RAM
EXCEPTIONS DOCUMENT

vvl tt, q vwùLc

Area
Date:

Lieutenant Elaíne D, Wallace January 7,2009
:=:=:===:=====::*-q======:==:====]s=======:-=:=:-===::===lj=:======:=::=:5=:=

\f L,ruEt I \r¿itË J - UONITACTS

Hifii,t¿i?'|,:,J?ijii,',ffËfj'3iiñ:tj:'*:11*.if';ît11::1j:l::.?Ì1î::Ì:3y or nr in rhe branks as indicared Ënrer rhe crrapre
l,il1ti :j,l["",1:0"?l'î: jjl,l':jl'?r,e,lrT!;ecr¡o" iì,'r,ãi" ùä;;;;Ë;;*'"";ffËi#iJli i"J'iJi'JHåiläiäir:'åïffiflì
¡jl3liil".ii1J:,illßJi:H:jg:"'lï.*::::ll.l{?f ,üriä r"äJlT'.,l'.i i.üåi,i¡i? i='"åf',:¿lJ'Ji,i¿:l:iil:iJ}iåiffii:
iåfJ;i:::::il'li:Xî:jciencres, 

correcrive acríon prans,;; ñt;;;;'i"äË;ì';;j¡õi:"i¡ËËäir"";åiHåil;üå be used iradditional space is required,

TYPE OF INSPECTION

! Division LeveJ Ñ Command Level

] Executive Office Levet

Follow-up Required:

D Yes X tto

I Corrective Action plan lncluded

! Appeallncluded

! nttachments lncluded

or's Comments Re ardin lnnovative Practices:

lone.

ommand Su ions for Statewide lm rovement:

one.

e contract start date; involces are maintained and

rtutes for the contract functions, 
prescribed departmental policies as well as legal

Findi

i0o/r (fìov.09.00) OPI 010



UEHAITI ML,N,I oF oALIFoRNIA HIGI-íWAY PA-TRoL

COIVIMANÐ .INSPECTION 
PROGRAM

ËXCEPTIONS DOCUMËNT
Page 2

\rOlOen þale J - Uontracts

Lieutenant Elaine D. Wallace

Cornmander's Res

ctor's Comments:

)orrective Action Plan/Timeline

6B0/r (llov.09-08) OPI 0t0



DEPARTMEI.¡Í OF CALIFORNIA HIGIJWAY PATROL

CQMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Commând:

Contra Costa
Area

Div¡sion:

Golden Gate
Châpter:

3 - Contracts

lnspeclod by:

Lieutenant Elaine D, Wallace
Dale:

January 7, 2009

Cornmander's Basis for

I Review/Decision: Thìs shall be the

¡80/r (Rav. 09.0û) OPt 0'10



STATE OF'CALIFORNIA 
i

DEPARTMENT OF CALIFORNIA HIGI.IWAY PATROL

COMMAND'INSPECTION PROG RAM
fNSPECTION CHECKLIST
Chapter 3, Command Procurements

Contracts

===::==:=====:==:======.=É=====:=::=========:===:=:=====:::::-==::=:=:===='=::==::-j::=

I¡¡STRUCT¡ON anks as indicated. olicy,

äpóti"a5le t"ga¡ on via the "Remar such

discrepancieõ a and addressed to t

Èurtnerrnore, tn actìon(s) taken' lf ow-up

Golden Gate

Januarv 7 ,2009

lnspection, tlre ion" box shall be marked and only defcienl ¡tems need to be re-inspecteo

YPE OF INSPECT¡ON

I Division Level

! Executive Offjce Level

Follow-up Re red;
NoYes

For applicable policy, refer to: HPM '1 1.1, Chapter 22

1. ls a CHP 78 Contract Request used to initiate all
regardless ofservice contracts which are repetitive,

the estimated dollar value?

3

2 ts aCl-lp 78 Contract Request used for one-time
services exceeding $4, 999. 99?

ls tfie O¡fice of Primary lnteresl (OPl) tracking

X Command Level

! Voluntary Self'lnspection

6

.+

5

ls t¡le performance of contract seryices monitored
and documented?

Are all copies of correspondence with the vendor

maintained?

At€ letterslor contracts documented and maintained

which outline any problems related to substandard or

non-performance of the vendor?

7. ls the final product to be delivered described
specifically and in as much detail as possible in the

CHP 78?

¡A;n requtred levels of approval/signature obtained,

numbering beginning with the requesting command

three-digit location code used, followed by "CP" for

cpntract pavable listed on the CHP 78?

including the required documentation and approvals

for expedite and emergency contracts per HPM 1 1.1,

Chapter 22,beiore forwarding the CHP 78 or CHP

784?

Follow-up lnspection

Remarks:The Area Coordìnator does
not use the CHP 78 forms.

Remarks:All reguired levels of
approval/signatu tes were obtained
including lhe required documenlation
and approvals for exPedite and

emergency contracts excePl il v',as

not documenled on the CHP 78 or
CHP 784.

Ct.tP 6B0l: (Rov, 09-0t) OPI 010



,ro"u ão aor,roo*,o '

DEPARTMENT OF CATIFORNIÂ HIGHWAY PATROL

COMMAND, INSPECTION PROG RAM
TNSPECT'ON CHECKLIST
Chapter 3, Comnrarld Procurements

Contracts

-q_ Are requests for contracl services less than six

months frotn the anticipated start dale of the colltract
pre-approved by Assistant Commissioner, Staff, for

expedited Processing?

f Yes XNo [ ru¡n
Remarks

10. ls all work completed and accepted by the

Depafiment before expiration of contract agreement? X Yes nNo n ruln Remalks

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the

manner specified in the contract (e.9., review
progress reports and interim products)?

X Yes !No D N/A Romarks:

ffiyment reviewed and approved to

substantiaie expenditures for work performed and to
prevent penalties being assessed?

X Yes I t'¡o X ruin Rerna rks:

ta-¿.re contract expenditures monitored to ensure there

are sufficien!,funds to pay for all services rendered

as required bY contract?
I ves fl No ! N/A Remarks:

14. Does tne iequestor verify the contractor has fulfilled

all requirements of the contract before approving the

final invoice?
E ves INo frun Rerna rks:

15. is thtf¡ñal invoice identified and approved, as

appropriate and forwarded to Fiscal Management
Section for PaYment?

I Yes INo I Nra Remarks:

1ôæll appfcabfè form sections of the CHP 78

completed? I Yes 8No ! ¡ln Remarks:

n. Oo emergency contracts document and justify a
sudden, unexpected occulrence that poses a clear

and imminent danger, requiring immediate aclion to
mitigate the loss or impairment of life, health,

property, or essential public services?

X Yes fl No !un Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 7BS, Conflict of

lnteresl Statement, ËmPloYee, form?
! Yes INo n N/A Remarks;

tg. Are piôOlems concerning the contractor's
performance fully documented in writing and made a

part of the contract manager's contract file?
X ves nNo n N/A Remarks:

20. Are contract amendment request dollar amounts
increased rnore than 30%? f-l Yes Xl tto l Nrn Remarks:

c,lP 6B0F (Ro\'.09.08) OPI 01o



Page 3of4
srnrÈ or cALtFonNtA
DEPA RTMENT OF CALIFORNIA HIGI-íWAY PATROL
COMMAND INSPECTION PNbCNNVI
INSPECTION CHECKLIST
Chapter 3, Command procurements
Contracts

22

21

â':-Tçll'ents r
rne oflgtnalcontract?

ls the length otlrreioniia@
more than one year?

23. ts a service contraõäñ-ãTFp'7ã,
in it ia re d ro i .' y ;; ; ;3,:å K j i; i,3iiåilRe 

q u es t

room rentat whjch is expected to exieed $4,9gg.99 intotal cost?

Do conferen
per day limit

24

Commissioner, Staff?

Remarks:

Remarks;

25. Are Cal
Federal
^L ^ ^t,-@conductedforallof
rne rolowtng types of agreements:

(i) and Repair(2) e and R'epair(3) -stre)
(4)
(5) Consullingservices

I

I

tt,'ç ur¡¡ru¿¿ure[ anq/or speqfically assigned personnel
are scheduied to be on-site for more firn Si Orys

26

(1) Alarm and Fire Alarm Monitoring
l?l Carnera Maintenance and Repair(3) Carpel lnslallation

l1?l 9n."f Machine Mainlenance and Repair(13) Pa¡nting Services (ínlerior of fãcll¡tyi--"
(14) Plumbing Services

tr Yes [ruo X ru¡n

! Yes X ¡lln

00f (RoY 09.08) O,,t oiO
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STATE OFCALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROI.

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command procurements
Contracts

27, Are alt drivertiCenseandfiffi
fonvarded to Contracl servíces Unil (CSU), along
with the conlracl number for retention after
Commander review?

n yes lno Erun Remarks:

Remarks:

¡u vvv qvvrùeu vy L|y uul¡ilil¿lilu to oglermlne ll
adverse information discovered ís grounds for
canceling the contract (i.e., adversó driver license
andlor criminal history information is received
regarding the contractor or the contractor, s
personnel)?

I Yes nruo ñ ¡un

¿y. 
^te 

al tnvotces, records, and relevant documentation
maintained lor thrge years after the finalpayment of
the contract?

E Yes !ruo n N/A Remarks:

¡ù s rvg Þil('vr iltcilf tlailfleo lor a alaly 0Ì aclvl¡les
related to the contract? X yes DNo lDrulniRemarks:
rù q vurrrpurs, iltë ptep¿jteq ToI all conracls
administered? X Yes nruo l!rurn Remarks:

prupaf eq ilsilng alt expen0ltures'i

! Yes XNo ILJN/A Remarks:

rù Ure ilvUilear¡e,t t9 tf tts c9IttfaÇIor 0ocumenlgo lot
the start date for services to begin? X Yes Iruo llva Remarks:

re ure vviluav(ut uuf t!¡iuttru t9.Qetgfmlne lI all lnvolces
have been received in order to oversee the
completion of the contract?

X Yes Druo I ru¡n Remarks:

ru. L.,u uurtuullanr servlces contracts of $1,000 Of mofe
contain detailed performance criteria and a schedule
for perforrnance? (SCM Vol. l, Ch, 3, Section 3.02.1\

! Yes Iruo X ru¡n Remarks:

ro. uoes me conrract ftle conta¡n the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol, t, Ch. 3, Section 3.02,5)

I ves !ru0 Xvn Remarks:

L./usu ueruaur worK on,y Degtn after approval of the
final contract? (SCM Vol. 1, Ch. 4, Seótion 4.0g) n Yes Xruo nrun Remarks:

n'e ilrç rEvuttEt,tnilts t9l \Jovernmenl uo0e Sgctlon
19130 (a) or (b) documented and justified for
personalservíce contracts? (GC 19130 & SCM Vol. I
Ch. 7, Section 7,0S)

fves I !ruo I n¡n Remarks

vv. nr v atty veuLt¿aur pay¡-nenls maoe pllor to tne Ílnal
approvai and execution of the contract? (SCM Vol, I

Ch.4, Section 4.09)
lyes I Xruo D ¡lln Remarks:

t80l' (Re\, 09.08) OPI 010



DEPABTMENT OF CALtFoRNtA HfGt-r\¡/Ay PATROL
'c oryrMAt-{D I NSPECi|ON PROGRAM
EXCEPTIONS DOCUMENT

vl-'t il.t ø vuÞla
Area

rrotoen uale 3 - Purchases

::=-
ffiHy:,1|?i*r::'-',"ii;ä""tfjjiiåyJ"'^o;^^.1:*itpiîil:j?p.o:.::_îÌ1,î.-gssary, orrir in the b.ranks as indicared. Enterthe chaprer
ffi,ii :jJif,'i;lii'i:,i,y:..j.+'g,:íi:1:l llllÞi' :F;;;Ë;*",;i"ïäiìJllÄ;iJliiï:¡J,:iåiXiläXliiåT:',ilHJli'i åï #i.ii"" iä.ü:"J i,i'#i il1 iJi': ffi å:imOfOvement identlfia¡l ¡lefinion¡ia. a¡'¡¡{i.,^ ^^¿¡^- -,--^]l!',,',J;i:i:i:Tli::i lfldencies, 

co'ective action prani,ãffi;i;;ä;,il;Ë;iñåïii:,i¡ig%iìi,".l,i;?ïåX'å-,"* 
be used rraddÍtional space is required.

ryPÉ OF INSPECTION

E Division Level E Command Level

n Executíve Office Levet

Foltow-up Required:

!Yes Xruo

s Comments R lnnovative Practices:

I Corrective Actíon plan lncluded

LJ Appeal lncluded

! Attacfrments included

Golden Gate D¡viÞion

Due Dale: Decemþer 31, rJ#oq

None,

tions for Statewide

tJone.

) 800À lRev. 0SO8) Op¡ 0iO



DEPARTMENT OF CALIFORNIA HIGI,IWAY PATROL

' coll/tMAND I NSPECTTON PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Chapter:

3 - Purchases

Líeutenant Elaine D. Wallace January 7,2009

Comrnander's

ln s Comments:

Corrective Action PlanÆimel ine

ìP 0E0A (Bd 00.04) OP¡ o|o



DEPARTMENT OF CALIFORNIA HIG}.IWAY PATROL
' couMAND TNSPECTTON PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Golden Gate

Þy; Dale:
Lieutenant Elaine D. Wallace

Date:

lesponding Gommander's Signáiurelør appea¡.

llP060 (Rw. 09.08) OPI 010



STATE OFCALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND'INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Cornmand Procurements
Purchases

rdvY IUI J

Cornmând:

Contra
Costa Area

Divis¡on:

Goiden Gate
Numbef ;

320

Evaluated by:

Lieutenant Efaine D.Walllace
Dale:

January 7,2009

OSSI Contour Hatch
Date:January 7,2009

^-'ìãJãiãffi ffi :;,=,;ffi ;;ffiñ;;^ïililffi ñ"J**,.oo*;-i"=n:;,;;;ffi ñ;;==applicable legal slatues, or deficiencies noted in the inspections shall be commented on via the "Remarks" !ection.' Additionally, sucÍr
discrepancíes and/or delìciencies shall be documented on an Exceptions Document and addressed to lhe nexl level of command.
Furthermore, lhe_Exceptions Document shall include any follow-up and/or corrective action(s) f aken. lf this form is used as a Follow-up

, lhe "Follow-up ln box shall be marked and only defic¡ent items need 1o be re-inspecfed.

n Division Level X Command Levet

f] Executive Office Level ! Voluntary Self-lnspection

Lead lnspeclor's Signature:

Follow-up Required:
lYes Xruo E Follow-up lnspection

Dale:

orTS/aq
For applicable policy, refer to: HPM 1 1.2, Chapter 7 ?

't. Are pantctpants tn the procufement process at the
command levelfamiliar with the related policies and
procedures for purchasing?

X Yes nruo ! N¡n Remarks;

2. Have Approvers/reviewers of purchases recejved
procurement training? I Yes fJ tlo nNn Remarks:

3, Are prohibiled items procured on CHP 43, purchases
Requisitions?

. Supplies for personally - owned equipment
¡ Commodities for personal use
o Confirming order
. Purchases via the internet

n yes XNo I ru¡a Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

I Yes X t'¡o ü ruln Remarks:

þ. ls all requtred inlormation entered on the CHp 43,
Purchase RequisÍtion? X Yes Dno ! ruln Remarks:

b. Are tne çHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

X Yes nNo n ruln Remarks

7. Are expedited requests for the purchase of goods
fonruarded to the Assistanl Commissioner, Staff, for
approval?

! Yes nruo Evn Remarks

P 600C (Rev. 09.00) OP¡ 010



Page 2 of 3
sinre oÉ oALTFoRNTA
OEPARTMENT OF CALIFORNIA HIGFJWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command procuremenls
Purchases

ö. Do spectalized items purchased conta;n tne-
appropriate Diyision, and/or Opl approvals?

competitively bid?

document at least two

@
that límit or restrict the purchase io one specific
?l1q or modetjustified and in compliance with SAM
3555?

for items that Ínterface with exísting departmental
equipment in compliance wlth SAM 35SS,3?

4a F\¡ Àla¡ 
^

X Yes I t¡o nrun Remarks:

E Yes ! tio X ru¡n Rernarks;

n Yes ! ¡lo Xvn Remarks:

n Yes !ru0 X ¡ln Remarks:

ü yes [] ¡lo X ru¡n Remarks:

vv ttvt, vvurpelruyE l)tu (t\rwD/ pU,-GnaSe feqUeSIS
contain the NCB justification and NCB Corrective
Action Plan documents?

! Yes nruo X ru¡n Remarks:

damage wr¡en aålivåJå'Ji'ot"'t 
ror contenI an.

Management Section (FMS), Account payable Unit,
within three business days of receipt, if ali ítems are
accepted?

FMS?

X Yes [ruo [ ru¡n Remarks:

E Yes fJ tlo I ¡un Remarks:

X Yes I tto n ru¡n Rernarks;

X Yes !ru0 []vn Remarks:

X Yes D'No ! ru¡n Remarks:

D yes n ¡lo K nrn Rerna rks:

toC (Rov 09.08) OPt 0i0
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srare or cALtFQRNtA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

yet been prepared?

21. Are open purchase ord@
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM S422,0)

22. Are copies of the purchase@
orders maintained for three years after payment?
(SCM Vol. ll, Ch, 11, Topic 4)

23. Are decisions documented to@
documenting the basis of the decisions made for the
purchase? (SCM Vol lt Ch.2, Topic 11)

Are purchase orders split to evade cõmpet¡i'rue
bidding requirements or to circumvent the
D-epartment's de leg ated p u rch ase authority li mits?
(Public Contracts Code Section 10329)

24.

680C l¡ìov Os.ol¡) OPt0't0



STATE OF CALIFORNIA
DEPARTMENT OF..ç'ALIFoRNIA H|G|-MIAY PATROL

COMMANÞ INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

uommand;

Contra Costa
Area

Divislon:

Golden.Gate
chapter:

4 - Fiscal Controls

lnspeoted by:

Líeutenant Elaine D. Wallace January 7,2009

TNSTRUCTIONS: Thísdocumentshall betyped. Checkappropriateboxesasnecessary,orfill intheblanksasindicated,Enterthechapter
number of the ínspection in the Chapter lns'þection numbar, Under "Forward to:" enter the next level of command where the document

shall be routed to and ils due date. Th¡s document shall be utllized to document lnnovative practices, suggestions for slatewide

improvemenl, identified deliclencles, corrective aclion plans, and may be used lo appeal findings. A CHP 51 Memorandum may be used if

addilional space [s required.

None.

tr Corrective Action Plan lncluded

! Appeallncluded

Attachments lncluded

TYPE OF INSPECTION

I Division Level I Comrnand Level

X Executíve Otfice Levef

9olden Gate D_ivision

Due Date: Pecemb,er 31.

Follow-up Required:

E Yes X tlo

lnspector's Comments Regarding lnnovaiive Practices:

None,

The Contra Costa Area's management team is actively involved in the oversight and accountability of

collections, transmittâls, and thò separation of duties, The Area's Office Services Supervisor ma¡ntains

the petty cash fund in a secured lock-box (money chest), and thìs fund is audited, every quafter, byArea

nlanagêment. The findings of these audits are documented on a memorandum and maintained in the

Area'J General Files, Duiing the course of this inspection, records and receipts for the past twefve

months were examined, There were discrepancies noted during the first quarter of 2008; however, an

internal investigation was conducted and the petty cash fund was relished according to policy, No other

discrepancies were noted,

CHP 080À (Rsv. 09.08) OPI 0r0



., ,r r= OF CALIFORNIA
' DEPARTMENT OF CALIFORNIA,HIGI-{W.AY PATROL

COMMÄNI' ¡ruSPECÏON PROGR.AM
EXCEPTIONS DOCUMENT

Page 2

oommand:

Contra Cosia
Area

Dlv¡slon:

Golden Gate
Chapter;

4 - Fiscal Controls

Lieutenant Elaine D, Wallace January 7 ,2009

tcôrr?nã*IB

cHP 6E0A (Rev. 09.08, OPI 010
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1 STATE OF CALIFORNIA. 
DEPARTMENT OF CALIFORNIA HIGI{WAY PATROL

COMMANÐ INSPECTION PROGR.AM
EXCEPTIONS DOCUMENT

Page 3

-c0mmand:

Contra Costa
Area

Division:

Golden Gate
chapter:

4 - Fiscal Controls

lnspected by:

Lieutenant Elaine D, Wallace
Dâte:

January 7,2009

'Gãã]ñ srõiói-S ign a tu re; 0ate:

Date:

CHP 0004 (Rôv.09.08) OPI oto



STATEOF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-{WAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

. Page 1of3

uommandi

Contra Costa
Area

Division;

Golden Gate
Number:

320

Evaluated by:

Lieutenant,Elaine D. Wallace
Oa{e:

January 7,2009
Date:

INSTRUCTIONS: Answer individual ilems with "Yes'or "No" answers; orlill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or defìciencies noted in the ínspections shall be commented on via the "Rernarks" section. Additionally, such
discrepancies andlor deflcioncies shall be dooumonted on an Exceptions Document and addlessed to the next level of command,
Further¡ore,thememorandumshall includeanyfollow-upand/orcorrectiveaclion(s) taken. lfthisformisusedasaFollow-uplnspection,'
the "Follow-up lnspection" box shall be marked and only deficient ilems need to bo re-inspected,

I

IYPÊ OF INSPÉCT¡ON

! oivision Level X Command Level

! Ottice of lnspections E Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:
flYes Xruo N fottow-Up lnspection

rte:

I !oJø9
For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4,and HPM 11,2,
Chapter 2,

L*,*)
1. ls management actiùely involved in reviewing and

approving'paperwork related to receiving and
preþarinq collections?

X ves nruo INn Rema¡ks:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receivinq and preparino colleotions?

! Yes X l.lo. ! rula Remarks:

3. Does the command have adequate separation of
duties for collections received? X Yes flltlo f-l vR Remarks:

4. Does the command have adequate separation of
duties for the cash receipt process? X Yes nNo n N/A Remarks;

5. ls access to the safe and/or vault appropriately
restricted? XlYes E tlo l-l N/A Romarks:

6, Does a record exists whÍch identifies who has access
to the safe and/or vault and when changes in access
occur?

X Yes nNo n N/A Remarks:

7. Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
reouires access?

E Yes XNo nvn Remarks:

8. ls the safe securely anchored to the building?
f-lYes lX tlo l*l N¡n Remarks:

9. Are weekly transmittal reports prepared ¡n

accordance with deoartmental oolicv? X Yes D tto N N/A Remarks:

10. ls the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS)within fiv.e working days
followinq the week covered by the report?

X ves DNo !run Remarks:

CllP 600G {Rov. 09.08) OPI 010



/

Page 2 of 3
. { , 'i

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.IWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

1 1. Does the command submit the following forms
with the weekly transmittal when applioable?
(1) CHP 265, Sale of Díscarded Ïires/Junk

Batteries/Used Rotors.
(2) CHP 36, Evidenoe/Property ReceipVReport

(Unclaimed Property).
(3) STD 634, Absence and AdditionalTime Worked

Report, for jury dutY,

(4) CHP 221, Malicious Damage Report.
(5) CHP 464, Traffic ControlCost Estimate -

Advance Deposit,
(6) Civil subpoena,

X Yes !No ! ru¡n Remarks:

12. ls a memorandum for cash shortages prepared if
necessary? X Yes [l tlo N N/A Remarks:

13, Does the command ensure the information written on
the counter receiot is complete and leqible? X Yes [] tlo TI N/A Remarks:

14. Was a counter receipt issued for each witness fee
deoosit received? X Yes ü tlo N N/A Remarks:

t S, Was a counter receipt issued for each movie,
wide-load. and soecial event detail(s)? XlYes nno l ¡ln Remarks:

16. Was each counter receipt íssued for each sale,
including the sale of discarded tires, junk batteries,

ussd rotors, and other cash received?
X Yes ! tto E N/A Remarks:

12, ls sales tax added to items that are not for resale?
X Yes nuo [-l N/A Remarks:

tg. nre atl counter receipts pre-numbered and issued in
numerical seuuence? X Yes E tlo f-l Nn Remarks:

1g. Were transfers of counter receipt books/certificates
betwoen field commands reþorted on a CHP 2664,
Credit Memo - Non- Eouipment?

E Yps nruo X N/A Remarksi

20, ls the STD 439, Disbursement Voucher, properly
authorized and completed to support expendlture? [l Yes [-l tlo X N/A Remarks:

21, Are the CHP 264, Petty Cash Replenishrnent
Requests, completed Bt leasi monthly if over $10'00,
quarterly if under $10,00, and on June 30 of each
fiscalvear?

'X Yes ! t¡o E ru¡n Remarks:

22. Is lhe CHP 264 properly authorized?
X Yes ll No ñvn Remarks:

23. Does the totalamount of cashl receipts on hand, and

receipts in transìt equal.the total of petty cash and
chanqe funds?

X Yes ! tto I N/A Remarks:

24, ls there documentation to suppott períodic reviews of
petty cash and change funds'performed by the
corirmander or desiqnated oerson?

X Yes lNo n N/A Remarks:

25. Are overages and shortages of the petty cash
funds reoorted to Fiscal Manaoement Section? R Yes ñ tlo I rulR Remarks:

CHP 680G (R€v. 09{8} OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls

26. Were change funds used to cash checks, money
orders or cashier/travelers checks? l-'l Yes XNo l-ìMn Remârks:

27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vaull, or money chest
adequate to safequard cash?

I Yes ENo trrun Remarks:

28. Are all petty cash purchases under $50?
X Yes [lNo fIN/A Rema¡ks:

29, ls petty cash used to purchase prohiblted items?
f-l Yes X tto TI N/A Remarl(s

30. Did the command circumvent the dollar llmitation by
' solittino the purchase? f-l Yes X tlo [] ru¡n Remarksi

31. ls a petty cash custodian designated by the
commander? X Yes ll l.lo r-lN/A Remarks:

cHP ô8oG (RÊv. 0948) OPI 010



Statp of Calilornia

Mcrmorandum

D¿rle:

To:

From:

File No,:

Subject:

llusirrcss, ll'ra rtsportrtti on alrd I'l <t us ing Agcn cv

In accordance witli tlie Golden Gate Divisiou Focus for lr4a1'2008, the Napa A¡'ea evaluated

co'rmand furctions involving rniscellaneous sales and the tralsrnittal of collections to ensure

conrpliance with the proceduies found in Highwa¡' Patrol Mlnual (I-IPM) 1r 'r' Adndni'strøtit¡e

lrroiedures À4arual,'Cbapter.s 4 attd 6,and llighwa)'Patlol Guide (l{PG), Chapters 5 and 15.

Lieutenant lr4ike Berger ,l.D lztg},examined tbe Area's plocedures fol tlie handling of cash and

cirecks resulti¡g not"-ttre sale of reports, the issuance of school bus driver certiiicates, cleposits

for rei.rnbursable sen,ices, asset forieiture, Public Recolds Act requests that involve' mouel', and

tire ha'<lling of pett¡r casli and found ällto be in compliance i¡'ith cleparttrrental polic,r'.

Specificalll¡. a metâl cash box and a sequeutialll' ¡1ìr¡tSered leceipt book (CIIP 251) are kept iu a

tocked drawcr at the fi'ont coulìter accessibJe b)' Office Sen'ices Supervisor Plic-ella Brown'

Office Assistant Kath¡, Aci<man, and the FronlDesk OÍ{icer Gloria Fitz,patriclt, ID 16060. l:ach

Thursday, Office Assistant Lincla Iuud collects the

dlawet, reconciles tlie casli and checlis against the

Record (CI{P 230), Captain Rasmussen reviews a

is proceised, Discreparioies, if an)', are fully investigated and lesolved'

T¡e.Area School Bus Offlicer. Scon Lander, ID 15549, collects fhe cash ancì checks resulting

frour the issnance of school bus dl'iver certificates aud immediatel¡' tunts it ovel' to Office

Sen ices Super"risor pr.icella Bror¡,u. The cash and checks are placed in the cash box u'ithin the

loclced drawel and are included in the weekly Transnrittal Recold.

TheArea,spetlycashfuildof$200.00istrraintainedb)'officeservicesSuperr,isor.Pricella
Brow'. Eaóh niontli, the receipts are ïeconciled against the casir reüraining artd forwarded to

Fiscal Ma:ragement Sectiorr foi' processing, Each quarter, the contents of the pett)r s¿th þ6)i,

i'cluding 
'eðeipts 

and the accol¡pall)'ing ledger, are audited by Lieutenant lr4ike Berger,

Discrepancies, if any, are fuliy investigated and resolved'

June 2, 2008

Golden Gate Division

DEPARTMENT OF CALIFORI\'IA I{I GH\ÃÌA\' PÄTROL

Napa Area

325.r213s.12790

DIVISION FOCUS 2()OS _ ]ìN'iANCIAL ACCOUNTING

Safet-v, ServÍce, tmd '9ecuritS'



Golden Gate Division
Page2
.Iune 2,2008

cash a'd checks reoejved ùom the sale of leports and/or records associated '¡'ith PubJic Records

Acl requestr, *ito.r, fr* Jeporits, d"posits fär reirubrrrsable services, or ary nriscellaneous sales

of used tires aud/or batteries æe lrandled and receipted bv oflice Services Supervisor Pricella

Brown and ineluded in the weekly Transminal Record'

If you har¡e any questions regarding this Djvision Foctls please feel free to contact either m)'self

or Lieutenant Mike Berger a:(707) 253-4906,

_r\\\,-)" [¿*""-*
M. A. RASh{USSEN, CaPtair:

Conrmauder



' State of California

Memorandum

Date: December 22,2008

To: Golden Gate Division

Business, Transportation and Housing AgencJ'

From: ÐEPARTI\{ENT OF CALIFORNIA HIGHWAY PATROL
Napa Area

File No,: 325.12135.12790

Subject: COMMAND INSPECTIONS PROGRAM - CHAPTER 3, COMN4AND

PROCUREN4ENTS.ANDCHAPTER4,FISCALCONTROLS

As directed in Highway Patrol \4anual (llP}r4) 22.1 , Conunand Inspections Progrant lv[anual,lhe

Napa Area has completed a Chapter 3. Command Procurenents, and a Chapter 4, FiscalConlrols

command level inspecrion. The Inspection Checklists (CHP 6S0C) and Exceptions Docurnents

(CHP 6804) are attached for ¡'our review. Should ),ou har¡e an¡, questions. please contacl

mysel{. or Lieutenant Mike Berger. ar (707) 253-4906.

-rllnJ[2^M. A. RASN4USSEN. Captain
Commander

Attachrnents

CHP 51WP ÍRèv. 11'66) OPl076

SaletJ,, Service, and Securígu



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND ¡NSPECTION PROGRAM
EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fÌll in the blanks as indicated. Enter the chapler

number of lhe inspection in the Chapter lnipection number. Under "Forward to:" enter tire nexl level of command where lhe document

shall þeroutedtoanditsduedate. Thisdocumentshall beutilìzediodocumentinnovativepractices,suggestionsforstatewide
improvernent, identitred defciencies, corrective aclion plans, and may be used to appeal findings, A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

fJ Division Level Xl Comrnand Level

I Executive Office Level

I Corrective Action Plan lncluded

I Appeal lncluded

D Attachments Included

Follow-up Required:

IYes XNo

Forward to:
Golden Gate DiviF.ion

Due Date: January 8, 2009

Commander's Sig nature:

J
Date:

\?- ¿,2-oE

lnsoector's Comments Reoardinq lnnovative Practices:

None.

None.

The Napa Area has a Standard Operating Proced
and inline with de¡rarlmental policy found in HPM 1

found to be maintained for the appropriate retentio
not occur prior to the X-Number Se¡vice Request s
contracts were found to be competitively bid, and X-Number service requests contained the necessary

and requ¡red approvats. Upon inspectión of the Area's X-Number service requests for the past twelve

months, I noted no exceptions.

CHP 6804 (Rev. 0g^0B) OPI 010
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COMMAND INSPECTION PROGRAM
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Command:

Napa Area
Division:

Golden Gate
Chapler:

3 - X-Number Prog
lnspected 'by:

Lieutenant Michael A. Berger
Date:

December 9, 2008

A shall be fíled wìthln flve

Commander's Basis for t:

CHP 680A (Rev. Og-oe) OPI OIO
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Date:

Responding Commander's S ignature (for aþpeal):
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Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECT¡ON PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Command:

Napa
Dívision:

Golden Gate
Number:

325
Evaluated by:

Lieutenant Michael A. Berger
Date:

December 9, 2009
Assisted by:

N/A
Date:

INSTRUCTIONS; Answer individual items with "yes" or "No" answers, or Íìll in the blanks as ínciìcated, Any discrepancies with policy'

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "R rmarks" section. Additionally, such

discrepancies and/or deficíencies shall be 6eçurnented bn an Exceptions Document and addressed to the next level of totT?11:.., 
,,vrevr vËer rv¡v

Furthermore, lhe Exceptions Document srrall ¡nciù¿eãny totto*-up'and/or corrective action(s) taken' lf this form is used as a Follow'up

the "Folfow-up ion" box shall be marl'eo and only defìcient items need lo be re-inspected

TYPE OF INSPECTION

D Division Level X Command Level

fl Executive Office Levet I Voluntary Self-lnspection

Lead lnspector's Signature

t.
t.'/

,/ t¿^--

Follow-up Required:
[l Yes X tilo

! Follow-up lnspection

läif,:,Tf"¿.**
Date:

la.Lt--ofl

For applicable policy, refer to: HPM 1 1.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? D Yes 8No nvn Remarks:

2. Does all X N umber file documentation contain the

STD. 204 Payee Data Record? X ves f,No [run Remarks:

3. Do X Numbers requiring a contract (ì.e', janitorialor
landscaping) have prior aÞprovalfrom the Business'
Servìces Section commander?

X Yes I t'to fl rurn Remarks:

4. Are X Number requests made prior to the date the

services are performed? X Yes nno Evn Remarks:

5.
X Yes fl tto N N/A Remarks:

6. Are prohibited services performed using an X

Number? ü ves XNo n ruin Rernarks:

7. Are X Numbers used for the procurement of a
service and not the prurchase of a commodity? fi Yes !No n N/A Remarks;

8. Are X Numbers issued for telecommunications
related services pre-approved bY

Telecommunîcations Section?
! ves INo X N/A Remarks:

L Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000
have príor approval from Facilities Section?

n ves E tlo Xvn Rernarks;

10. Ðo X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

I Yes üNo E] N/A Remarks:

Cl"lP 6ECE (Rev 09,0E) OPI 010



Page 2of2
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPËCTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

1 1. Do all X Numbers awarded to a non-small business
vendor contain three price quotations? X Yes fJ ¡,lo ü N¡n Remarks:

12. Do allX Numbers awarded to a small business
vendor contain the small business certification from

the Departrnent of General Services (DGS)?
I Yes !No ! ru¡n Remarks:

13. Does the file documentation contain the STD. 21

Drug Free workplace certifícation forX Number
vendors?

X Yes ! tto Dvn Remarks:

14. Do emergency service X Numbers document and
justify the emergency? ffi ves nruo ! nln Remarks:

'15. ls the itemized invoice for each X Number service
maintained in the command's files? fi ves [ ¡.lo fl nrn Remarks:

CHP G80E (Rev 09-08) OPI o10



STATE OF CÂLIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAN D INSPECTION PROGRAM

ComrnanC:

Napa Area
Division:

Golden Gate
Chapter:

3 - Cal-Card Prog.

ìñlpecteo 6y:

Lieutenant Michael A, BtIgeI December 9, 2008

additional spâce is requi

- check aPPro f.':'J.tl;Jl¡oo'
ron number, U

ent shall be uti ewide

act¡on Plans, a ff maY be used if

TYPE OF INSPECTION

fJ Division Level X Command Level

fl Êxecutive Office Level

E Corrective Action Plan lncluded

E Appeal lncluded

Ú lttacnments lncluded 

-Follow-up Required:

flves XNo

Forward to:
Golden Gate Dîvision

Due Date: January 8. 200.9

Öommander's Signatu re: Date:

lL-zzæg

None.

Command Su

None.

for Statewicie im

Office Services Supervisor, Pricella Brown, when ' 
the required forms were

completed and submitted with the appticable Cal- ' and certifications for

existing vendors were noted to be maintained by vity Coordinator'

CHP 6804 (Rev 09-O8) OPI 010
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uired Action

Corrective Action Plan/Ïimeline
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Dele:

Responding Commandeis Signalure (for appeal):

^rlÀ

Dale:



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.WAY PATROL

GOMMAN D INSPECTION PROGR,AM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1of 2

Command:

Naoa Area
D¡v¡s¡on:

Golden Gate
Number:

325
Evaluated by:

Lieutenant Michael A. Berger
Date:

December 9, 2008
Assisted Þy:

N/A
Date:

:::======::=:=:==:===================:--
INSTRUCTIONS: Answer individual ilems with "Yes" or "No'answers, orfìll in the blanks as indicaled. Any discrepancies with policy,

applicable legat statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Addilionally, such

Ciscrepancieã and/or deficiencies shall be documenled on an Ëxceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

the "Follow-up lnspection" box shall be marked and only defìcient items need to be

TYPE OF INSPECTION

E Division Level X Command Level

fl Executive Office Level fJVoluntary Self-lnspection

Lead lnspector's Signalure:

zil/l /:1- 7-

Follow-up Required:
l-l Yes X ruo

fJ Follow-uP lnsPection Date:

1z'ZL-Ô6

For applicable policy, refer to: HPM 11,2, Chapter 3

1. Are all employees associated with the use of the Cal-
Qard program completing the CHP 78S, Conflict of
lnterest Statement, Ernployee, form?

X ves X tto I uln Remarks: Not in CAL-Card PolicY as

currently wriìten. Requhed for OPI
Contrâcts / Requisitions.

2, Are STD, 21 Drug Free \Uorkplace certifications
rneintained within the Cal Card command file for
each t,endor utilized?

N ves XNo Ivn Remarks: The CAL-Card Program

Activity Coordinator ma¡nta¡ns the
STD 21 ín filefor all existing vendors,

many of which are Department-wide
contraq vendors. No SiD 2Í's were
in the command CAL-Card file.

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command fíle for each vencior
utilized?

[l Yes Xno nvn Remarks: The CAL-Card Program

Activity Coordinator meintains the
STD 204 in fìle for all existing
vendors, many of which are
Department-wide contracl vendors
No STD 204's were ¡n lhe command
CAL-Card file.

4. Are California lntegrated Waste Management Board
Form74 documents maintained for each vendor
utilized?

! ves ENo ! N/A Remarks: The CAL-Card Program
Activity Coordinator mai, rteirns ìite

Form 74 in file for all existing
vendors, many of which are
Department+vide contracl vendorg.
No Form 74's were in the command

5, lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Deparlment of
General Services maintained in the file?

! Yes El ruo I l.¡¡n Remarks: The CAL-Card Progratn
Activity Coordinalor maintains the
small business or DVBE cerlifications
in file for all existing vendors. many of

whìch a¡e Departrnenl-wide contract
vendors. No small business or DVBE

certifications were in the command -

CAL-Card file.

6. When fair and reasonable is utilized, is the fair and
rêasonable method documented and properly
justified?

X ves fl t'¡o ú f.¡ln Remarks:

CHP 0800 (ReY. O9OE) OPI 01O
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STATE OF CALIFORNIA
ÞEPARTMENT OF CALIFORNIA HIG]I'\A/AY PATROL

COTVIMAND INSPECT]ON PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
CaþCard Prograrn

7. Are purchases split into multipte transactions in order
to circumvent transaction purchase limits? ! Yes ñNo n N/A Remarks;

8. Does the CHP 317 Cal Card Log fully describe the
purchase? X ves D tlo n ura Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? X Yes fltto n ruln Remarks:

10. ls the CHP 317 ÇalCard Log properly authorized
and maintained? X Yes nruo I nln Remarks:

1 1. Are credit invoices/receipts for returned items
maintained with the bank statement? X Yes E t¡o n N/A Remarks:

12. Do non-itemized purchase receìpts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on

the bank stateme¡t.

X Yes f] t'lo ! N/A Remarks:

13, Are Cal Cards maintained in a secure area?
X Yes l-l tlo N N/A Remerks:

14. Are Cal Card pulchases pre-approved by the
commander? X Yes I tlo n ¡lle Remarks:

15, Have all cardholders received trainÍng on the
Þepa rtment's procurement processes? I ves nruo ! ru¿n

Remarks:

16. Are item(s) purchased with the CalCard prohibited
by departmental policy? fJYes Xruo ! ¡¡n Remarks:

Cl'iP 6E0D (Rev. @{E) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

INSTRUCTIONS: This documenl shall be typed. Check appropriale boxes as necessary, or fill in the blanks as indicated. Enter the châpler

number of lhe inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where lhe document

shall be rouled to and its due date, This document shall be utilized to documenl innovative practices, suggestions for statewide
improvement, identified defìciencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

3 - Purchases

TYPE OF INSPECTION

I Division Level X] Cornmand Levet

n Executive Offjce Level

D Corrective Action Plan lncfuded

E Appeal lncluded

! Attachments lncluded

Follow-up Requíred:

I Yes Xl ruo

Forward to:
Golden Gate Division

Due Date: January B, 2009

Commander's Sig nature: Date:

17"-zz-ofl

Chapter lnspection:

lnspector's Comments Reoardino lnnovative Practices:

None,

for Statewide I rovement:

None.

I

I

Due to the minimal nurnber of Purchase Requisitions (CHP 43) on file for the past twelve months, the
inspection encompassed 100 percent. The purchase requisitions with supporting paperuork as required

were noted to be properly completed, approved, submitted, and filed with no exceptions noted. The
items purchased, primarily tires for the fleet, replacement soft body armor for uniformed personnel, and
business cards for new sergeants were received and utilized for their intended purpose.'The Area's
Purchase Requisition Number Log was also inspected and noted to be current, sequent¡ally numbered,
and accessible. No exceptions were noted with the log.

CHP 6E0A (Rev. 09-08) OPI 010
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December 9, 2008 i
I

Required Action .

Corrective Action Planffimeline
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STATE OF CALIFORNTA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECT¡ON PROGRAM
EXCEPTIONS DOCUMENT
Page 3

Lieutenant Michael A. Be

Date:

/z- cl-e8
/e

Lead I nspectot's5ignáture:

-ñl /'4 ./':.--=- ¿T
Resp,

rJlA

Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.IWAY PATROL

COMMAND INSPECTION PROGR.AM
INSPECTION CHECKLIST
Chapter 3, Command Proçurements
Purchases

Page 1of 3

command:

Naoa Area
Divis¡on:

Golden Gate
Numþer:

325
Evaluated by:

Lieutenant Mjchael A. Berger
Date:

December 9, 2008
Ass¡sted by:

N/A
Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fll in the blanks as indicâled. Any discrepancies with policy,

applicable legal statues, or delìciencies noted in the inspections shall be commented on via the ''Remarks" section, Additionally, such

discrepancieé and/or defìciencies shall be documented on an Exceptions Document and addressed lo the next level of command.

Furlherrnore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken, lf lhis form is used as a Follow-up

TYPE OF INSPECTION

! Division Level X Command Level

D Executive Otfice Level I Voluntary Self-lnspection

Lead lnspector's Signature :

il/q1L-.
Follow-up Required:
lYes Xruo Ü Pottow-up lnspection

Date:

\L't-z-q
For applicable policy, refer to: H PM 1 1.2, Chapler 7

1, Are participants in the procurement process at the
command level familiar with the related polícies and
procedures for purchas ing?

X Yes INo ! N/A Remarks:

2. Have Approvers/reviewers of purchases received
procurement training? ffi Yes I tlo I N/A Remarks:

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

. Supplies for personally - owned equipment

. Cornmodities for personal use

. Confirming order
e Purchases via the internet

E Yes Xl r'¡o nrun Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for conrnii,dity items obtainable from
dìfferent suppliers or from different statewide
commodity contracts?

ü Yes XNo ill urn iìe': '¡¡¡".

5. ls all required informaiionãrtered on the CHP 43,
Purchase Requisition? E Yes ! trlo Ivn Remarks:

6. Are the CHP 43, Purchase Requisitions, numþered' consecutively, starting anew at the beginning of each
fiscal year (July 1)?

ffi Yes nNo n N/A Remarks:

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

n Yes nruo E Nln Remarks:

CHP 680C (Rev. 09-08) OPI Or 0
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STATEOF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECT¡ON PROGRAM
¡NSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals? X ves DNo Dvn Remarks:

9. Are the CHP 43, Pu¡chase Requisitions,
competitively bid? n Yes DNo X N¡n Remarks:

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotatìons? fl Yes nruo X N/A Remarks:

11. Are Limited Competitive Bidding purchase requests
that lirnit or restrict the purchase to one specific
brand or modeljustilied and in compliance with SAM
3555?

I Yes nNo Bvn Rêmarks:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equiprnent in compliance with SAM 3555.3?

! Yes nNo X Nln Remarks:

13. Do Non-Competítive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

I Yes XNo El ru¡n Remarks:

14. Are items checked imrnediately for content and
darnage when cieliveted?

K?l rz- -l¿J r cs l-l rr-
tJ l\(J L_l l\r¡1

Rernarks:

15, ls the "received copy" of the purchase order
approved, dated, and forwarded to the Fiscal
lvlanagement Section (FMS), Account Payable Unit,
withìn three busìness days of receipt, if all items are
accepted?

X Yes lNo !run Remarks:

16, Are freight and/or packing slips attached to the
receÍvecl copy of ttre purchase.cidor and sent to
FMS?

K Yes üNo Evn Remarks:

17. ls FMS provided a photocopy of the purchase order
and any approved freight or pac:kittg siips as
acknowledgement that a portion of the order has
been received?

X Yes fJ l,¡o ¡ N/A Remarks:

18. ls the original''received copy" retained by the
command for completion and fontrarding to the FMS
when the complete shipment is received?

X Yes nruo nvn Remarks;

19. Are Damaqed items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepled?

! Yes INo X ruin Remarks:

CHP 680C (Rev 09-08) OPI 010
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STATE OF CALIFORNTA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
¡NSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. ls Purchasing Services Unit (PSU) notified
immediately by tele ing either
by a memorandum ancellation
of the requisition or t is
determined thata c n a CHP 43

is no longer needed and a purchase order has not
yet been prepared?

I Yes DNo Xvn Remarks:

2t. Rreipen purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

I Yes fl ruo [ ruln Remarks:

22. Are copies of the purchase requisitions and purchase

orders maintained for three years after payment?
(SCM Vol. ll, Ch, 11, Topic 4)

X Yes !No I ntn Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch. 2, ToPic 11)

X Yes E tlo nrun Remarks:

24. Are purchase ordêrs split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
lPublic Ccntrgcts CcCe Section 10329)

ü Yes XNo I N/A Rerna¡ks:

CHP 680C (R€v 09-0S) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
3 - Contracts
Date:

December 17 ,2008

additional sPace is required.

INSTRUCTIONS: - Check appro Entet the chapter

number of the ins ion number. U he document

shall be routed to ent shall be uti ewide

improvement, ide action pfans, a il may be used if

Divisionl

Golden Gate

Lieutenant Michael A. Berger

TYPE OF INSPECTION

I Division Level X Command Level

Ü Executive Office Level

n Corrective Action Plan lncluded

n Appeal lncluded

fl nttacnments lncluded

Follow-up Required:

E Yes X tlo

Forward to:
Gold.en Gate Division

Due Date: Januarv 16, 2009

Commander's Signature:

J
Date:

\ ? -?" -c4,

Cha

lnspector's Comments ReE arding lnnovative Practices: -

None.

Command S tions for Statewide lmProvement:

None,

A sampling of the N ested
pas'i twelve months The
784, Reimbursable st, an

corì-tpleted, approved, submitted, and filed with no

the contract stañ date; invoices are maintained an

followed prescribed departmental policies as well a

was noted that all contracts inspected were/are mo

Officer, most did not have a log sheet maintained f
#31), or a spreadsheet listing all expenditures (item #32)'

CHP 6804 (Rev. 09'08) OPI 01 0



STATE OF CALIFORNIA
DEPARTMÊNT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2

Commander's Res

lnspected b!/:

Lieutenant Michael A. Berger December 17 ,2008

or's Comments:

uired Action

Corrective Action Planfl-imel ine
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STATE OF CALIFORNIA
DEPARTMËNT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGR,AM
EXCEPTIONS DOCUMENT
Page 3

Te¡E lnspecþi s ,S6pt¡r/e:, ,,-V¿:''¿-/4.ti*-- /Z'i'l-c'8
nesponO¡nS ôommander's Signalure (for appeal):

dlPr

Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNL\ HIGI{WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1of4

Command:

Napa Area
Division:

Golden Gate
Number;

325
Evaluated bY:

Lieutenant Michael A, Berger
Date:

December 17,2008
Assísled by:

N/A
Daleì

:======::====================-::======= =:=========:==:=====::=:============:====
TNSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated' .Aly di:9!ep?11Îl^llill.p:]:ï'

|}i iä|!":;lì';"iliir'iËi,iäi?'äJ'iååi'¡n tn" inrpections shan. be commented on via the "Remarks" seclion. Additionatlv' such

-- r ^rr-^^^^.1 a¡ lha nawl larral nf cnmmand;irä#;#:ïåiå;"Ërä#äiüii¡;ä.ä;,;ffi.åñ :'""pi¡o"' Document and addressed to the next reverorcommand
- - --^ -r:..- ^-¡í^-/Â\ r^L^ñ lf th¡ê {^rm ic rrqad rs e FOlltËiï""iilä,iñ:ji;ä;i#i ffi.,Ì'äñ;íïä;¿; ;õ'iliilõäro'. 
"ãii.ltiu. 

ãctíon(s) tâken rr this rorm is used as a Forrow-up
:-. ^^^l^¡" box shall be marked and only defìcient items !çeqlqle-re-ln"pqded

Gd lnspecior's Signature:

.//,1,
7r(/r"'4,("',

TYPE OF INSPECTION

I Division Level XlCommand Level

n Executive Office Level ! Voluntary Self-lnspection
.'s Siooature: I oate:

I {¿^t-,* | t-t -zr--., BFollow-up Required:
l-l Yes X tlo

lJ Follow-up lnspecllon -)iy\

For applicable policy, refer to: HPM 1 1.1, Chapter 22

Remarks:ls a CHP 78 Contrâh Request used to initiate all

service contracts which are repetitive, regardless of
the estimated dollar value?

1

XYes I f]¡lo n N/A

2, ls a CHP 78 Contract Request used for one-time
services exceeding $4,999. 99? I ves !No n N/A Remarks:

'¡. is tne OñLc esi (OPi) tracking
numbering e requesting command
three-digit d, followed by "CP" for

contract pavable listed on the CHP 78?

X Yes ENo D n¡¡e Remarks:

@ontract services monitored
and documented? X Yes []No D N/A Remarks:

5, Are ail òõpies oicorrespondence with the vendor
maintainecl? X Yes fl tlo flN/A Remarks:

o]-nre letters ror;öîtraõts documented and maintained
which outline any problems related to suþstandard or

non-performance of the vendor?
! Yes Dno x N/A

Remarks:

7. ls the final productto be delivered described
specifically and in as rnuch detail as possible in the

CHP 78?
E l'es lNo fl N/A P.emarks

ned,
als
1.1,
P

7BA?

X ves nNo ! N/A Remarks:

CHP 680F (Rev. O9.O8) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECT¡ON CHECKL]ST
Chapler 3, Command Procurements
Contracts

L Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

X Yes fl No nrun Remarks:

10. ls all work completed and accepted by the
Department before expiration of contract agreement? I ves nNo !run Remarks:

1 1. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9., review
progress reports and interim products)?

I ves nruo Dvn Remarks:

12, Are invoices for payment reviewed and approved to

substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes !No nrun Remarks:

13, Are contract expenditures monitored to ensure there
are qv"fficient funds to pay for all services rendered
as required by contract?

X Yes nruo !un Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contraòt before approving the
final invoice?

I Yes fl tto X ru¡n Remarks:

15, ls the final invoice identified and approved, as
appropriate and forwarded to Fiscal lVlanagement
Section for payment?

ffi Yes nNo [ ruln Remarks:

16. Are all applicabte forrn sections of the CHP 7E

cornpleted? fi ves E trto fl N/A Remarks:

17 . Ðo emergency contracts document and justify a
sudden, unexpecteC otcurrence that poses a clear
and imminent danger, rc,ìüiring immediate action to
mitigate the loss or irnpairment of life, health,
property, or essential public services?

X Yes n i{o D i't/A RemoiÌ<$:

18. Are all employees associateclwìth the management
of a contract completing th'e CHP 78S, Conflict of
I nterest Statement, Employee, form?

X ves ! tto üvn Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

I Yes ! tlo Xl ru¡n Remarks:

20, Are contract amendment request dollar amounts
increased more than 30%? f-l Yes X t'to t--l N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMËNT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
¡NSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Zt. ls me tength of the contract amendment request

more than one Year? ! Yes XNo Dvn Remarks:

ætei before the exPiration of

the originalcontract? X Yes ! f.¡o !vn Remarks:

23, ls a service contracton a CHP 78, Contract Request

initiated for any comrnercial meeting/conference
room rental which ìs expected to exceed $4,999'99 in

totalcost?

! Yes XNo I N/A Remarks:

ffintal costs exceeding the $5oo
per day limit have pre-approval from Assìstant
Commissioner, Staff?

n Yes INo X Nin Remarks:

25. AreEalifornia Department of Justice (DOJ)and
) finqerorint
nducted for all of

the following tYPes of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instruclor Services (on'site)
(4) JanitorialServices
(5) ConsultingServices

! Yes lNo Xvn Remarks:

zo ¡s a O-r,.¡"er ticettse dl*ß conducted for, but not

tlmited to, all of thefollowing types of agreements, if

the contractor andior specifically assigned personnel

are scheduleil to be on-site for more than 30 days:

(1) Alann and FireAlarm Monitoring
(2) Camera Maintenance and RePair
(3) Carpet lnstallalion
(41 Diesel Generator Maintenance and Repair
(5) Dishwâsher Maintenance and Repaìr
(6) Elevator Mainienance and I{õ¡:¡âír
(7) Fire Ext
(8) Garage RePair

Ìgi Grapñic nance and Repair

Ìt-o) ¡teat¡ng nditioning Service
(1 1) Laundry/Linen Service
(12) Office Machine Ma¡ntenance and Repair
(13) Pâinl¡ng Services (interior of facility)
(14) P
(15) S RePair
(16) S s(CarPet,.notscales)
(tz) f lular, satellile, and regular)

(18i T aintenance and RePair

(19)Uninterruptible Power Supply Maintenance and Repair

D Yes D t¡o X N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.WAY PATROL

COMMAN D INSPECTION PROGRAM
INSPECTION CHEG,KLIST
Chapter 3, Command Procurements
Contracts

27 . Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract nurnber for'retention after
Commander review?

I Yes fl tlo X ru¿N
Remarks:

28, ls ÇSU advised by the comnrand to determine if

adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the conlractor or the contractor' s
personnel)?

n Yes nNo X Irvr Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three vears after the flnal payment of

the contract?
X Yes ENo ! r¡n Remarks:

30, ls a log sheet maintained for a diary of activities
related to the contract? n Yes XNo ¡ N/A Remarks:

31. ls a cornputer file prepared for all contracts
administered? D Yes XNo n ruin Remarksl

32. ls a spreadsheet prepared listing all expenditures?
I ves XNo [ rurn Remarks:

33. ls the notification to the contractor documented for
the start date for services to begin? X Yes I I'to D N/A Remarks:

34, Is the contractor contacted to determine if all invoices

have been received.in order to oversee the
completion of the contract?

Elves DNo n N/A
Remarks:

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02'1)

I Yes nNo x N/A Remarks:

36. Does the contract fle contaìn the STD' 4 Contractor
Evah¡ati on form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02,5)

n Yes nNo Xvn Remarks:

37. Does Contract work only begin after approval of the

final contract? (SCM Vol. 1, Ch. 4, Section 4'09) X Yes !No fJN/A Remarks:

38, Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal seryice contraÇts? (GC 19130 & scM Vol' l,

Ch, 7, Section 7,05)

I Yes lNo X I'll¡ Remarks;

39. Are any contract payrnents made prior to the final

approval and execution of the contract? (SCM Vol. I'

Ch. 4, Section 4.09)
D Yes XNo nwn Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORN¡A HIGI-IWAY PAÏROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

tNSrRUcÏoNS: rhis document shall be typed, check appropriate boxes as necessary, or fìll in llÎ:lTl'i:]lÎllil,o;,Tli"lH":l¡o'"'iiÌ"'r:äï: Ho'j:iì"i".;i;:'i¡i";ili'iËï'nn;ffii: ù;;;¡ i;*rrolo'; .nte' the next rever or command where the documenr

^ !, - ^..-¡:..^ --^^¡i^^. ¡r,¡a¿¡linnc fnr qlatcwiCJe

:;iff::åJËJÏ?ii'i3 äì'iäå':äl'äffiäi'#;iË 'iiiiä t"-iåb"'nò"t innòvative practices' sussesrions rorstatewide

^ 
uD Â4 fì¡ômñrâña{ilíñ mâ\

iffLiï;"JiïiJ:.ilìååi:iili:ä.''åäì.::i;lj';i'ili;'il'' ffi"åõËãä; i; äpóLãii-,.åt.'es A 'uÞ-st ti¡emorandum mav be used ir

additional space is required.

Controìs
ate:

Lieutenant MichaelA. er I December 11, 2008 i

None.

tions for Statewide

None.

Brown, maintains the petty cash fund in a secured I

unannounced, by Area management- The findings

and.maintained in the Area's General Files, ouri-ng the course of this inspection, records and receipts

for the past twelve months were examined. I noted no exceptions'
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNLq HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2

by:

December 1'1, 2008Lieutenant Michael A, Berger

Commander's R

Corrective Action P lanfFi meline
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-{WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3

shall beîiled within tîve

Commander's Basis for

Chapler: i

4 - Fiscal Controls i

-oàåemner 
11, 2008 |

al Review/Decision : Vhís shalLþ9 tþ3 :/ileve!9!

CHP 6æA (Rev 09'08) OPl010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls

Page 1of 3

Command:

Napa Area
D¡vis¡on:

Golden Gate
Number:

325
Evaluated by:

Lieutenant Michael A. Berger
Date:

December 11,2008
Assisted by:

N/A
Date:

=====:===========================================================:===============
INSTRUCTIONS: Answer individual items with "yes" or "No" answers, or lìll in the blanks as indicated. Any discrepancies with policy'

applicable legal statues, or deficiencies noted in the inspections shall be commenled on via lhe "Remarks" section, Additionally' such

;i#ö;"ì;:ä"Jäiãärl.ì.*ið. Jñåìiur àärr"ntuobn an Exceotions Documenr and addressed to the next level or command'
- tr^ll^'.. ¡ ¡n lnvrùvt9Pqttvrv9 sr rvrv¡ v\

Furtherrnore, the memorandum shâll ¡nclude any follow-up and/or corrective action(s) taken. lf this form is used as a Follov'"up lnspection,

the "Follow-up lnspection" box shall be marked and only Aencient items neeO

TYPE OF INSPECTION

E Division Level X Command Level

n Office of lnspections I Voluntary Self-lnspection

Lead lnspector's Signalure:

7l//t/ /!'r
Follow-up Required:

XNoYes E fottow-Up lnspection

fs Signature:

J
Date:

\?'?3-o€

For applicable policies, refer to State Administrative
Manual (SAM), HPM 1 1 .1, Chapter 4, and HPM 1 1.2'
Chaoter 2.

1. ls management actively involved in reviewing and
approving paperwork related to receiving and
oreoarino collections?

ffi Yes ENo n ¡un Remarks:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receivino and preparinq collections?

X Yes nNo D N/A Remarks:

3. Does the command have adequate separation of
duties for collections received? XlYes [-ì tto E Nl¡. Remarks:

4.' Does the command have adequate separation of
duties for the cash receipt process? X Yes lNo N N/A Remarks:

5. ls àccess to the safe and/or vault appropriately
restricted? l-l Yes [-l tlo X1 N/A Remarks:

6. Does a record exists which identifìes who has access
to the safe and/or vault and when changes in access
occut?

! Yes DNo x

x

N/A

N/A

Remarks:

Remarks:7. Was the lock combination changed when an excess
number of employees werâ aware of the
combination, transferred out of the Area, or no longer
reouires access?

! Yes DNo

8, ls the safe securely anchored to the building?
f-lYes l-l t'¡o Þ{ ru¡n Remarh::

9. Are weekly transmittal reports prepared in

accordance With departmental policy? X Yes [--] trlo N N/A Remarks:

10. ls the weekly transmittal report(s) submitted to Fiscal
Managernent Section (FMS) within five workìng days
followino the week covered bv the report?

X Yes ! tlo n rurn Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-{WAY PATROL

INSPECTION PROGRAM
Chapter4
FiscalControls

Remarks:I 1. Does the cornmand submit the following forms
with the weekly transmittalwhen applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors,
(2) CHP 36, Evidence/Propefty ReceipUReport

(Unclaimed ProPertY),
(3) STD 634, Absence and AdditionalTime Worked

Report, for jury dutY.
(4) CHP.221, Malicious Damage Report.
(5) CHP 464,1ra1frc Control Cost Estimate -

Advance Deposit,
{6) Civil subooena.

X Yes nruo nvn

ffium for cash shortages prepared if
necessarv? X Yes f-ì t'lo N N/A Remarks:

13. Does the command ensure the informatìon written on

the counter receipt is complete and legible? XlYes [-l tto ñ Nln Remarks:

14. Was a counter receipt issued for each witness fee
deoosit received? X Yes l-l t¡o |-lvR Remarks:

tS. Was a counter receipt issued for each movie,
wìde-load, and special event detail(s)? lX Yes [lno ñ rurR Remarks:

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors. and other cash received?

X Yes fl r'to t-lvn

[l nln

Remarks:

Mitems that are not for resale?
ñ Yes úno

18, Are all counter receipts pre-numbered and issued in

numerical seouence? X1 Yes ['ì tlo ñvn Remarks:

19, Were transfers of counter receipt books/certificates
between field commands reported on a CHP 2664'
Credit Memo - Non- Equipment?

X Yes fl No lwn Remarks:

f-l Yes l*l t¡o XI N/A Remarks:20, ls the STD 439, Disbursement Voucher, properly
rnlhnriz¡¡r"l anrl c.omnlefed to sLlooort exoendítufg?

21. Are the CHP 264,Pelty Cash Replenishment
Requeats, completed at l,t¡st nrcnthly if over $10.00,
quarterly if under $l'0.00, attd i,n ,June 30 of each
fiscal vear?

I Yes lNo [Jvn Remarks:
...ri

22, ls the CHP 264 properly authorized?
D( Yes [] ¡lo [lvn Remarks:

23. Does the total amountof cash, receipts on hand, and
receipts in transit equal the total ,rf petty cash and

chanoe funds?
X Yes fl No E ru¡N

Remarks:

24. ls there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or designated Person?

ffi Yes lNo úvn Remarks:

25. Are overages and shortages of the petty cash
funds reported to Fiscal Management Sectìçn! D( Yes [-,] Nc [-l vn Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HÍGI-{WAY PATROL

INSPËCTION PROGRAM
Chapter4
Fiscal Controls

26 Were change funds used to cash checks, money
orders or cashier/travelers checks?

27 Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest

ate to safequard cash?
28. Are all petty cash purchases under $50?

29. ls petty cash used to purchase prohibited items?

30, Did the cornmand circumvent the dollar
the ourchase?

31, ls a petty cash custodian designated by the
commander?
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STAÍE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGI{WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMËNT

Conrmand:

Nimitz l. F
Dìvision:

Golden Gate
Chapter:

J
lnspected by:

Sherie Latinter
Date:

1-5-09

:-=--==:::-:=::::=:--#:==#=====:=::=:======-=:=

INSTRUCTIoNS: This docunrent shafl be typed. Check appropriate boxes as necessary, or fill i.n the blanks as indicated. Enter the chapter

number of the inspection in the chapler lnspection number. Under ":orward to:" enter the next level of command where the documenl

shall be routed to ând ¡ts due date. Thís document itráll be utilized to document Ínnovative practices, suggestions for statev'ride

il;rr;r"'ìi identified defìciencies, corrective áctìon ptans, áno may be used to appeal fìndings. A cHP 51 Memorandurn may be used if

E Corrective Action Plan lncluded

n Appeal lncluded

! Attachments lncluded

TYPE OF INSPECTION

! Divisíon Level E Command Level

fl Executive Offlce Level

Forward to: Commander's

Due Date:

Follow-up Reguired:

IYes E No

or's Comments Regarding lnnovative Practices:

procurement process to facilitate repairs and maintenance on the building.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Gomrnand Procurements
Cal-Card Program

H e¡tË g{t'FIr

JAN - g 2oog Page 1 or 2

Comnrano;

Nímitz l.F.
Division:

Golden Gate
Numbe¡:

347
Evaluated by:.

Sherie Latimer
Date:

1-5-09
Assisted by:

John Chia
Date:

1-5-09

INSTRUCTIONS: Ansler individual items with 'Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencíes noted ín the inspections shall be commented on via the "Remarks" section. Additionally, such
díscrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command,

Fudherrnore, the Exceptions Document shall include any folforv-up and/or corrective action(s) taken. lf thís form is used as a Follow-up

lnspection, the "Follow-up lnspection" box shall be marked and only deficíent ilems'need to be re-inspected,

T^PEOF INSPECTION

! Division Level I Command Level

I Executive Office Level I Voluntary Self-lnspection

Lead I ñspector's Sig nature:

Follow-up Required:
l-l Yes X tto

[J Follow-up lnspection Þate:

tlt !-a
For applicable policy, refer to: HPM 1 1,2, Chapter 3

1. Are allernployees associated with the use of the Cal-
Card program completíng the CHP 7BS, Conflict of
Interest Statement, Emplovee, form?

X Yes INo ! ruin Remarks:

2. Are STD. 21 Drug Free Workplace certifications
maintained wíthin the Cal Card command fìle for
each vendor utilized?

X Yes D l,lo ! n¡n Remarks:

3, Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilÍzed?

X Yes !No ¡ N/A Remarks:

4. Are Californía lntegrated Waste Management Board
Form 74 documents maintained for each vendor
utilized?

K Yes !No Dnn Remarks:

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

K Yes lno n ¡¡rR Remarks:

6, When fair and reasonable ís utilízed, is the fair and
reasonable method documented and properly
justifìed?

n Yes D tlo D ru¡n Remarks:

7, Are purchases split into multiple transactions jn order
to circumvent transaction purchase limits? ! Yes Xlo n ntn Remarks:

B. Does the CHP 317 Cal Card Log fully describe the
purchase? X Yes [] tto nrun Remarks:

9. Are bank statements reconciled with the CHP 317
CalCard Log and the receipts/invojces? X Yes nruo !run Remarks:

cHp oûcp (Rev.09{s) oP¡ olo



Page 2 ofZ

JTATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurenlents
Cal-Card Program

10, ls the CHP 317 Caf Card Log properfy authorized
and maintained? X Yes !ruo ! ru¡n

Remarks:

11. Are credit invoices/receÍpts for returned items
maintained with the bank statement? X Yes !No .n 

un Remarks:

12. Do non-itemized purchase receipts/invoíces
document the purchase by listing the commodity,

. quantíty, and unit price of the item(s) purchased on
the bank statement.

! Yes nNo I N/A Remarks:

13. Are CalCards maintained in a secure area?
XlYes ll ¡lo l-l tuR Remarks:

14. Are CalCard purchases pre-approved by the
commander? X Yes I tlo trrun Remarks:

15. Have allcardholders received kaining 'on the
Departmeni's procurement processes? X Yes fJ tlo !run Remarks:

16. Are item(s) purchased with the CalCard prohibited
by departmental policy? I Yes X tlo ! ru¡n Remarks:
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STA-IE OF CALIFORNIA
ÞEPARTMENT OF CALIFORNIA HlGl-ll¿VAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Gontracts

Page 1of4

Command:

Nimitz LF.
Division:

Golden Gate
Nunìber:

347
Evaluated by:

Sheríe Latimer
Date:

1-5-09
Assisted by:

John Chia
Date:

1-5-09

=-=:=::::===-:=::=::::======:::-=--=:]]-=:::::-:::=:=
INSTRUCTIONS: Ansvyer indjvidual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies rvith policy,

äpplicable legal statues, or deficiencies noted in the.¡nspections shall be commented on via the'Remarks" section. Additionally, such

ãi"crepanc¡eõ and/or deficiencies shall be documented'on an Exceptions Documenf and addressed to the next level of command.

rri¡Ërmoru, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follov'r-up

, the "Follow-up I " box shall be marked and only deficient itenls need to be re-inspected'

TYPE OF INSPECTION

! Division Level X Command Level

X Executive Office Level I Voluntary Self-lnspection

Lead lnspecto/s Signature:

\-.àJt't-_
Follow-up Required:
ll Yes X tlo

n Follow-up lnspection Date:.

\ l-r ['r
For applicable policy, refer to: HPM 1 1.1, Chapter 22

\

1, ls a CHP 78 Contract Request used to initiate all
service contracts which are repetltive, regardless of
the estimated dollar value?

! Yes I t¡o X ¡¡n Remarks; Contracts not utilized by
Area, maintained bY Cal-Trans

2. ls a CHP 78 Contract Request used for one-time
services exceedíng $4,999. 99? ü Yes nNo X ¡l¡n Remarks:

3. ls the Office of Primary lnterest (OPl) tracking
numbering begínning with the requesting command
three-digit locatjon code used, followed by "CP" for
contrect pavable listed on the CHP 78?

ü Yes nNo X N/A Remarks:

4. ls the perforrnance of contract services monitored
and documented? fl Yes nNo X N¡n Remarks:

5. Are all copies of correspondence with the vendor
maíntained? fl Yes !No x N/A Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

n Yes nno X ru¡N
Remarks:

7, ls the flnal product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

I Yes ü ¡to X N/A Remarks:

a nre all requíred levels of approval/signature obtaÌned,
inctuding the required documentation and approvals
for expedite and emergency contracts per HPM 11,1,
Chapter 22, before forwarding the CHP 78 or CHP
7BA?

I Yes nNo XNn Remarks:
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STATË OF CALIFORNIA
DÊPARTMENT OF CALIFORNIA HIGI-IVúAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Conrmand Procuremenfs
Contracts

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

! Yes !ru0 I ¡¡le Remarks;

10. ls alf work completed and accepted by the
Department before expiration of contract agreement? ! yes fJtlo X N/A Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9,, review
progress repoñs and interim products)?

n Yes !No X ru¡n Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expendítures for work performed and to
prevent penaltíes being assessed?

! Yes fl No X ru¿n
Remarks:

13, Are contract expenditures monitored to ensure there
are slrfficient funds to pay for all services rendered
as required by contract?

I Yes tl No X N/A Remarks:

14, Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
finaf invoice?

! Yes fI no Xrun Rernarks:

15, ls the final invoíce identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

! Yes I t'lo X ru¡N Remarks:

16. Are all applicable form sectíons of the CHP 78
comPleted? ! Yes I t'lo x N/A Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses aclear
and imminent danger, requiring immediate actíon to
mitigate the loss or impairment of life, health,
property, or essential public seruices?

n Yes I tlo XNn Remarks:

18. Are all employees assocíated with the management
of a contract completing the CHP 78S, Conflict of
lnterest Statement, Employee, form?

n Yes I tlo ñvn Remarks:

19. Are problems concerníng the contractor's
performance fulfy documénted in writing and made a
paft of the contract manager's contract file?

n Yes !No Xrun Remarks:

20. Are contract amendment request dollar amounts
increased more than 30olo? l-l Yes I-l tilo D< N/A Remarks:
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STATE OF CALIFORNIA
ÐEPARTMENT OF CAUFORNIA IJIGI-I\'VAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Gontracts

21 . ls the length of the contract amendment request
more than one year? lYes I ! ruo E rum I 

Remarks:

22. Are amendments requesied before the expiration of
the original contract? lYes I n ruo x N/A Remarks:

23. ls a seruice contract on a CHP 78, Contract Request
in itiated for a ny commercial meetin g/con ference
roorn rental whích is expected to exceed 94,gg9.99 in
totalcost?

E Yes !ruo X ru¡n Remarks:

24. Do conference room rental costs exceeding the $b00
per day fimit have pre-approval from Assistant
Commissioner, Staff?

n Yes nruo Xrun Remarks:

2s. (DOJ) and
fingerprjot
ducted for all of

the follovling types of agreements:

(1) and Repalr(2) e and Repair(3) -site)
(4)
(5) ConsultingServices

I Yes !No E3 N/A Remarks:

26. ls a conducted for, but not
limited to, all of the following ty
the contractor and/or specificall
are scheduled to be on-site for

(1) Alarm and Fire Alarm Monito
(2) Camera Maintenance and R
(3) Carpet lnstallation
(4) Díesel Generator Maintenan
(5) Díshwasher Maíntenance an
(6) Elevator Maintenance and R
(7) Fire Extinguisher Serv¡ce
(E) Garage Door Maintenance an
(9) Graphic Arts Equipment Main
(10) Heating, Ventilation, ând A¡r
(1 1) Lau nd ry lLjnen Service
(12) Offiæ Machine Maintenance
(1 3) Painting Servíces (interior of
(14) Plumbing Services
(15) Repa(16) s (Ca
(17) lu lar,
(18) Tefevision Equipment Mainlen
(1 9) Uninterruptible porver Supply

nNo lXrunlRemarks:
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STATE OF CALIFORNIA
DEPARTÍI4ENï OF CALIFORNIA HlGl-f\,VAY PATROL

COMMA,ND INSPECTION PROGRAIVI
INSPECTION CHECKLIST
Chapter 3, Gommand Procurements
Contracts

¡

27. Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander revíew?

tr Yes nruo x N/A Remarks:

28, ls CSU advised by the comrnand to determine if
adverse information díscovered is grounds for
canceling the contract (i.e., adverse driver license
andlor criminal history information ís received
regarding the contractor or the contractor' s
personnel)?

n Yes nruo X N/A Renlarks:

29. Are allinvoices, records, and refevantdocumentation
maintained fq¡ three vears after the final payment of
the contract?

! Yes ! l.to XruN Remarks:

30. ls a log sheet maintained for a diary of activities
related to the contract? f, Yes !No [l ru¡n Remarks:

31. ls a computer file prepared for all contracts
administered? n Yes fJ ruo x N/A Remarks:

32. ls a spreadsheet prepared lísting all expenditures?
! Yes D tlo K ru¡N Remarks:

33. ls the notification to the contractor documented for
the start date for services to begin? ü Yes [] t¡o ! NiA I Remarks:

34, ls the contmctor contacted to determine if all invoices
have been receÍved in order to oversee the
completion of the contract?

! Yes nruo Kvn Remarks:

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vof. l, Ch, 3, Sectíon 9.02.1)

n Yes üwo El u¡n Remarks:

36. Does the contract fife contain the STD. 4 Contractor
EvaluatÍon form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02,5)

n Yes I t¡o Xrun Remarks:

37. Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) I Yes fj t¡o K N/A Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justifìed for
personal seryice contracts? (GC 19130 & SCM Vol. l,
Ch.7, Section 7.05)

n Yes fJ tlo ñrun Remarks:

39. Are any contract payments made priorto the final
approvaland execution of the contract? (SCM Vol, l,
Ch. 4, Section 4.09)

! Yes üruo x N/A Remarks:

3HP 680F (Rev. O9{B) OP,0f0



STATE OF CALIFORNTA
DEPARTMENT OF CALIFORNIA HIGI.IWAY PATROL

COMMAND INSPEGTION PROGRAM
INSPËCTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 1of 3

Çomman0:

Nimîtz l. F
D¡V¡S¡ON:

Golden Gate
Numbef:

347
Evaluated by:

Sherie Latimer
Date:

1-5-09
Assisted by:

John Chia
Date:

1-5-09

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taKen. lt this fonn is used as a Follow-up

INSTRUCTIONS; Answer individual items with uYes" or uNo" ansvy'ers, or fill in the blanks as indicated. Any discrepancies with policy,

âpplícabfe legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" seclion. Additionally, such

díscrepancieõ and/or deficiencies shall be documented on an Exceptions Documenl and addressed to the nexl level of command.

lnspection, the "Fol lnspection" box shall be marked and only defìcient ltems need to be re-ins

TYPE OF INSPECTION

fJ Division Level [J command Level

fl Executive Office Level f] Voluntary Self-lnspection

Follow-up
! Yes

Required:
X tto I Fottow-up lnspection äffi'UT*'-*

Date:

r lri"1
For applicable policy, refer to: HPM 1 1,2, Chapler 7

\

1. Are participants in the procurement process at the
comrnand fevel familiar with the related policies and
procedures for purchasing?

X Yes !No ! N/A Remarks;

2. Have Approvers/reviewers of purchases received
procurement training? X Yes nruo I N/A Remarks:

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

r Supplies for personally - owned equipment
o Commodities for personal use
. Confirming order
. Purchases via the internet

n Yes ñNo [ ruta Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

X Yes fl t'lo ü ru¡n Remarks:

5, ls alf required information entered on the CHP 43,

Purchase Requisition? fi Yes X tlo ! N/A Remarks:

6. Are the CHP 43, Purchase Requisítions, numbered
consecutively, starting anew at the beginning of each
fÍscalyear (July 1)?

X Yes n ¡lo nrun Remarks:

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

X Yes !ruo D ¡r¡n Remarks:

cHP 68oC (Rev, o9{8) OPI 010
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SÍATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGM^/AY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

B. Do specialized items purchased contain the
appropríate Divísion, and/or OPI approvals? X Yes nNo n ru¡n Renìarks:

9, Are the CHP 43, Purchase Requisitions,
competitívely bid? ! Yes XNo !Nn Rema¡ks:

10. Does the CHP 315, Price Comparìson Worksheet,
document at least two price quotations? X Yes n ¡lo ! ru¡n Remarks;

11, Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljustified and in compliance with SAM
3555?

X Yes !No n N/A Remerks:

12. Are Limited Competitive Bidding purchase requests
for jtems that interface with existing departmental
equipment in complÍance with SAM 3555.3?

X Yes nNo Trun Remad<s:

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Actíon Plan documents?

X Yes lNo n N/A Remarks:

14, Are items checked immediately for content and
damage when delivered? X Yps DNo Xnn Remarks:

15. ls the "received copy" of the purchase order
approved, dated, and fonvarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes !No nrun Remarks:

16. Are freight and/or packing slips attached to the
received copy ofthe purchase order and sent to
FMS?

E Yes !No n N/A Remarks:

17. ls FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

I Yes !No n N/A Remarks:

18. ls the original"received copy" retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes DNo I ru¡n Remarks:

19. Are Damaged items delivered by common carríer
acknowledged on tlre freÍght bill by the carier's drivbr
before being accepted?

X Yes I t¡o D ru¡n Remarks:

)HP ô8OC (Rev.09{8) OPI 0rO



STATE OF CALIFORNIA
DËPARTMENT OF CALIFORNIA HIGI-I\ryAY PATROL

COMMAND INSPECTION PROGRAIVI
INSPEGTION CHECKLIST
Chapter 3, Comnrand Procurements
Purchases

Page 3 of 3

20. ls Purchasing Services Unit (pSU) notified
ímmediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodit¡, ¡sqr.rted on a CHp 43
is no longer needed and a purchase order has not
yet been prepared?

21. Are open purchase orders periodically reviev¡ed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol, f l, Ch. 11, Topic 4)

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM VolllCh.2, Topic 11)

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

HP 680G (Rev.oaog) OPI 01O



STATE OF CALIFORNIA
DÊPARTMENT OF CALIFORNIA HÍGI-I\A/AY PATROL

COMMAND INSPËCTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurenlents
X-Number Program

Page 1of 2

Con1n1ând:

Nimitz L F
Divis¡on:

Golden Gate
Number:

347
Evaluated by:

Sherie Latimer
Date:

1-5-09
Assisted by:

John Chia
Date: 

-

1-5-09

INSTRUCTf ONS: Ansvyer individual items with uYes" or'No' answers, or fill in the blanks as indícated. Any discrepancies with policy,

applicable legal statues, or deficiencies nofed in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancieõ and/or defìciencies shall be documented on an ExceptÌons Docu¡nent and addressed to the nexf Ievel of command.

Furthermore, the Excepfions Document shall include any follorv-up and/or corrective action(s) tal(en. lf this form is used as a Follow-up

lnspection, the "F ion" box shall be marked and onlv defcient items need to be re-in

TYPE OF INSPECTION

fl Dlvision Level X Command Level

I Executíve Office Level ! Voluntary Self-lnspection

Lead lnspectot's Signature:

I
I
I

t

Follow-up Required:
l-l Yes X l.lo

L-l Follow-up lnsPection êomqlders sie\ature\ JÉ*
Gìþ.-- -. l-^^¡^-*r-t

Date:

r1r1"t

For applicable polícy, refer to: HPM 1 1.1, -Ohapter 23

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract límit? ! Yes XNo n n¡a Remarks:

2. Does allX Number file documentation contain the
STD.204 Payee Data Record? X Yes nNo n N/A Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approval from the Business
Services Section commander?

n Yes nNo x N/A Remarks:

4. Are X Number requests made prior to the date the
services are performed? X Yes lNo n nln Remarks:

5. Are X Numbers issued for a one-time use?
X Yes l-l No N N/A Remarks;

6. Are prohibited services performed using an X
Number? I Yes X tlo I N/A Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? X Yes lNo n N¡a Renrarks:

L Are X Numbers issued for telecommunicatíons
related services pre-approved by
Te lecommun ications Section?

X Yes !No nrun Remarks:

L Do X Numbers used for facilities related services
(such as roof repair, electricaf) costing over$1,000
have prior approval from Facilities Section?

X Yes X tlo ! N/A Remarks:

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant C ommissioner?

X Yes nNo n ru¡n Remarks:

cHP 6a0E (Rev. O9Ð8) OPI 010
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rTE OF CALIFORNIA

. ÉPARTMENT OF CALIFORNIA HIGI-íWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHËCKLIST
Chapter 3, Contmand Procurements
X-Number Program

11. Do alf X Numbers awarded to a non-small business
vendor contain three price quotations? X Yes nruo T ru¿N

Ramarks:

12. Do allX Numbers awarded to a small business
vendor contain the small business certiflcation from
the Department of General Services (DGS)?

ñ Yes !No ! ¡ln Remarks:

13. Does the f,le documentation contain the STD. 21

Drug Free workplace ceftífication for X Number
vendors?

X Yes nNo n N/A Remarks:

14. Do emergency service X Numbers document and
justífy the emergency? X Yes !No ! ru¡n Remarks:

15. ls the itemized invoice for each X Number service
maintaÍned in the command's files? X Yes flt¡o [] tll¡ Remarks:

CHP 680E (Rav. 09{8} OPI 010



ffircALrFoRNrA
DEPARTMËNT OF CALIFORNIA HIGIIA/AY PATROL

COMMAND INSPECT¡ON PROGRAM
EXCËPTIONS DOCUMENT

Conrmand:

Nimitz L F.
Division;

Golden Gate
I

4
lnspected by:

Sherie Latinrer
Date:

1-5-09

INSTRUCTIONS: This docunrenl shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
nunrber'of the ínspection in the Chapter lnspeclion number. Under "Fonvard to;" enler the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
irnprovement, Ídentified deficiencies, corrective acfion plans, and may be used to appeal findings. A CHP 5'1 Menrorandum rnay be used if
additional space is required.

TYPE OF INSPECTION

fJ Division Levef X Conrmand Level

n Executive Office Level

n Corrective Action Plan lncluded

! Appeal lncluded

! Rtiachments lncfuded

Follow-up Requíred:

I Yes X t¡o

s Comments Reqardinq lnnovative Practices:

Command S estíons for Statewide ovement:

ln r's Findi

The Nímitz lnspection Facility has a designated host area which is the Hayward Area offíce. Therefore,
Nirnítz does not have an evidence room, safe, or any system in place to handle collections, ïhe
aforementioned functions are handled at the host area.

CHP 68CA (Rev. 0908) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.I!\AY PATROL

INSPECTION PROGRAM
Chapter4
FiscalControls

Page 1of 3

Command:

Nimítz l, F
Divis on

Golden Gate
NU mbef:

347
Evaluated by:

Sherie Latimer
Date:

1-5-09
Assisted by:

John Chia
Date:

1-5-09

ê==:=:::::-:=:==::===:=:--==:::=:=E====::--:===::

INSTRUCTIONS; Answer individualitenrs with "Yes" or "No" ansrvers, orf ll in the blanks as indicated. Any discrepartcies with policy'

applicable legal statues, or deficiencies noted in ihe inspeclions shall be cornmented on via the "Remarks" section. Additionally, such

díscrepancieÃ and/or delìciencies shall be documented on an Exceptions Docunrent and addressed to the nexl level of command.

Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. lf this fornt is used as a Follow-up lnspeclion,

the'Follow-u " box shall be marked and only deficient items need to be re-i

TYPÊ OF INSPECTION

I Division Level E command Level

Ü Ofice of lnspections E Voluntary Self-lnspection

Foflow-up Required;
!Yes Xruo fl P'olfow-Up lnspection ilrf"3

For applicable policies, refer to State Administrative
Manual (SAM), HPM 1'1.1, Chapter4, and HPM 11.2,

Chapter 2,

\

1. ls management actÍvely involved in revievring and
approving paperwork related to receiving and
preparin g co llectjons?

tr Yes nNo X Nln Rernarks: NimiÞ I nspection Facility
does not receive or prepare
collections.

2. Does the command have Standard Operating
Procedures (SOP) to' provide necessary guidelines
for overall management and accountability of
receiving and preparíng collections?

û Yes Iruo X ru¡n Remarks:

3. Does the command have adequate separation of
duties for collections received? f-l Yes I-l tlo X N/A Remerks:

4. Does the command have adequate separation of
duties for the cash receipt process? [l Yes l-l tto ñ ru¡R

Remarks:

5. ls access to the safe and/or vault approprÍately
restricted? flYes ! tto X ¡r¡n Remarks: Nìmitz lnspection Facility

does not have a safe or vault.

6. Does a record exists which identifies who has access
to the safe andlor vault and when changes in access
occur?

n Yes nNo X Nln Remarlçs:

7. Was the lock combinaiion changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
reouires access?

D Yes nNo X N¡N
Remarks:

B, ls the safe securely anchored to the building?
l-l Yes [-l tlo Krun Remarks:

9. Are weekly transmittal reports prepared in

accordance with departmental polÍcy? ñ Yes [l t¡o lX N/A Remarks:

10. ls the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days
followino the week covered bv the reoo¡1?

[] Yes ENo X ru¡n Remarks:

CHP 68âG (Rev. o948) OPI 010
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JÍATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-I\A/AY PATROL

INSPECTÍON PROGRAM
Chapter 4
FiscalControls

11. Does the command submit the following forms
with the weekly transmittalwhen applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors,
(2) CHP 36, Evidence/Property ReceiplReport

(Unclaimed Property),
(3) STD 634, Absence and AdditionalTime Worked

Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464,Traffic Control Cost Estimate *

Advance Deposit.
16) Civil subpoena.

nYes I nno ñrun Remarks:

12. ls a rnernorandum for cash shortages prepared if
necessary? ll Yes l-l tlo X ruIe Remarks:

13, Does the command ensure the information written on
the counter receipt is comolete and leqíble? [l Yes [l tlo Xl¡rn Remarks:

14 Was a counter receipt issued for each witness fee
deoosit received? l-l Yes [lNo X NiA Remârks:

15. Was a counter receipt issued for each rnovie,
wide-load, and special event detaílls)? [l Yes l-l No Xrun Remarks:

16, Was each counter receÍpt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

! Yes ENo IXN/A Remarks:

17. ls sales tax added to items that are not for resale?
[-l Yes l_l tlo XI N/A Remarks:

18. Are allcounter receipts pre-numbered and issued in
numerical sequence? [-l Yes l-l ruo X t'ltR Remarks:

19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 2664,
Credit Memo - Non- Eouioment?

n Yes ! tlo ñ ru¡n Remarks;

20. ls the STD 439, Disbursement Voucher, properly
authorized and comoleted to suooort exoenditure? l-l Yes ll tlo ñrun Remarks:

21, Are the CHP 264, Pet|y Cash Replenishment
Requests, completed at least monthly if over $10,00,
quarterly jf under $10.00, and on June 30 of each
fiscal vear?

X Yes ! tlo !run Remarks:

22. ls the CHP 264 properly authorized?
XlYes i.l tlo l-l ru¡n RemaIks:

23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
chanoe funds?

X Yes lNo n ru¡n Remarks:

24. ls there documentation to support periodic reviews
petty cash and change funds performed by the
cornmander or desiqnated person?

X Yes ! tlo !run Remarks:

25. Are overages and shortages of the petty cash
funds reported to Fiscal Manaqement Section? Xl Yes nruo nrun Remarks:

CHP 680G (Rev. 0908) OPI 01 0
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JTATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIìWAY PATROL

INSPECTION PROGRAM
Chapter 4
ËiscalControls

26. Were change funds used to cash checks, money
orders or cashier/travelers checks?

27. Are change funds over$100 and petty cash funds
over $200 kept in a safe, vault, or money chest

28. Are all petty cash purchases under$SOf

29. ls petty cash used to purchase prohibited items?

30. Did the command circumvent the dollar límitation by

31. ls a petty cash cusfodian designated btthe

:HP ô80G (Rev. 0946) OPI 01o



State of California

Memorându¡n

Dale:

To:

From:

File No.:

Subject:

Ju¡le 2, 2008

Golden Gate Division
Altention: Assistant Chief Debbie Verlar

DEPARTMEI{T OF CAIMOR]TIA IIIGI{WAY Pá.TROL
Nir:ritz Inspection Facility

34t .9443.08-016

DTVISION FOCUS _ MAY - 2OO8

Business, Transportation and Ilousing AgencS'

:¡

t ..'

JUN

FINAI.(CIÄL CONTROLSÆRANSACTIONS

As requested in the A¡ea Co¡nmanders memorandum from Golden Gate Division dated January

2g,z}}ï,reguesting that comrnanders evaluate command operations and compliauce with
Department policy. The following is the Nirnitz Inspection Facilify's response for the À4a¡'

Division Focus Item we are to report on.

The Nimitz Inspection Facilit¡' does not routinely engage in financial transactions for the

puposes of obtãining accident reports. This also includes funds obtained from asset forfeiture,

ichoot bus operator seryices or PRA requests fronr the public. Based on the latter, the Nimitz
Inspection Fácility does not routinely subrnit a uæekly ü'ansmittal as it does not eugage in any

financial transactions that fall under this purview. Hor¡'ever with regard to CalCa¡d

expenditures, pwchase requisitions, sewice conttacts, and X-Nurnbers, the Nimitz Inspectíon

FJcilitl'has appropriate cont¡ols in place, invoh'ing the comrnander and supen'isors with levels

ofrevieu'and âc"òuntabilitl' for each. These procedures are outlined in the Nimitz Inspection

Facility Standard Operation Procedures nranual wiúch is available as a referer:ce'

If you have any questions, please contact Lieutenant l{eruy Ronrero at (510) 794'3658. Thank

)'ou for continuilg support.

t

\ --'--.='{. L-:r;* J=.a
H. ROMERO, Lieutenarrt
Corrrnander

cHP s1rryP (Rev. l1-eÐ OPÌ 076
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGF{WP'Y PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
:=::==:::-::======:===:==-:::===:===:===:========:=::::==:=-=====-;:==='=:i=:==:====

TNSTRUCTTONS: e lyped. clre Enter lhe chaptel

number of the ins lnspection nu he docttmelrl

shall be routed lo documenl sh ewide

irnprovemenl, ide rective action nt may be used if -

aclditional sPace is

TYPE OF INSPECTION

n Division Level I Command Level

n Executive Offìce Level

Follow-uP Required:

n Yes Xl No

ctor's Comments R lnnovative Practices;

n Corrective Action Plan lncluded

! Appeal lncluded

I Attachments lncluded

¡uf zz /o s,

Commander's Signatu re:

u"u-

Cornmand S stions for Statewide I vement:

Jnsoêctõ/s F¡ndinqs:j:-L-:-

San Francisco Alea's procedures regarding
were in order, Area will need to consolidate
sergeant's office, some in clerical files.

Contracts, X-Nunrbel's, Purchases,
files as some X-Number files were

and Cal-Card Progranr
in the adnrinistrative

CHP 6DO^ (f{oY 09''0Bi OPI o1o



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI'IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLlST
Chapter 3, Command Procurements
Purchases

Page 1of 3

Command:
San Francisco

Division:
Golden Gate

Number:
335

Evaluêted bY:

Lt. Michael Sanders, #10634

Date:
10t2912008

Assistecl by:
office Tecñnician Lalisha Sinron' #{!!2.i r

Date:
10t2ç

=:=::=== :===:-=======Ë:= ===:====-===æ=-=====:====æ:=:-=====-=-===:==:===:=='==
TNSTRUCÎoNS: Answer individual items with "Yes"or"No"answers,'or fìll in ![9 þ]alk:,:ÌIqH:1'"il{ii:':pxäi,:iiii}t:ll:il
ffi;iåHEili),i i,l;ii',ìäü"i"i!*ji'åtäi'ii, r'n'"¡ni'p:'Í[iitãll=:l*:1""*']iiy"S:iÍig'"':""¡åi.,iîi¡i,?î]l¡Ì""
iß:i:3:f.i3:Håilii';o:l'iii:iffi:iiilliå,li'iä"ääã;,î[ä?i4t'ff¡is:::::*q:{î:i:i'îJi^:J,îl]:li$',iTÊ3î;
Êiï"Ji'xiË,iñ:iÏ#;i,,äii'ffi,i,ï;i,"n;ffi;i;åä,;'f,rÑì;'.'däl_._.L"'iy1::1",1(p^r*Ì,1^H t*s form is used as a Forrow-up

lnspection, the "Follow'uP ln b";;háii b" marr'eu and onlv deflcienl !!"|ns-l-lgg9 to-qq.r-g:|l:P-e-9]99

iVpe or tNsPEcrloN

fl Division Level X Command Level

x Executive office Level I Voluntary self-lnspection

Lead lnspector's Sigtrature ;

Foilow-up Required:
nYes XNo n Follow-uP lnsPection

For applicable policy, refer to: HPM 1 1 ,2, Chapler 7

procedures for Purchasing ?

X Yes !No U u¡a Romarks:

hases received

procuremenl training? n Yes XNo n ru¡n
Remarks: Recommend Area Offlce

Technician receive training

nre protrioiteO iterns procuiòd on CHP 43, Purchases

Requisitions?

r Supplies for personally - owned equipment
. Commodities for personal use

o Confinning order
. Purchases via the internet

! Yes XNo ! NiA Remarks: Arga Personnel do nol

have necessary authorily to procure
prohibited ¡lems

4. - Purchase Requisitions,
itenls obtainable from

rn different statewide

commoditY contracts?

X Yes üNo I Nln Remarks: Vârious office suPPlies,

Last CHP 43 sPecific to this dated

09/04/2008

ffirrnationãntered on the cHP 43,

Purchase Requisition? X Yes ! l.to T ru¡N Remarks:

6, Are theõHP 43, Þurchase Requisitions, trumbered

consecutively, starting anew at the beginning of each

fiscal Year (JulY 1)?

X Yes fl No n ruln Remarks: 8500-8508

'-1. 
t+e exþedited requests fc
forwarded to the Assìstan
aPProval?

the purchase of goods
Comnrissioner, Staff, for X Yes nNo I Nln Remarl"s: Memo dated 09/05/2008 to

Golden Gate Division

CIJP 6SOC (Rev. 09'08) OPI 010
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ìTATE OF CALIFORNI'c
iËËÀnirvlEñf ôÈ ceuronrulA HlGr-rwAY PATRoL

iórvlrutnño ltvsP ,cTloN PRocRAM
NSPECTION CHECKLIST
)hapter 3, Command Procurements
>urchases

@é Purchased contain the

ãppräpriate Division, ancl/or OPI approvals?

--T, Tre i
comPetitivelY bid?

3555?

Action Plan documents?

-
damage when delivered?

accePted?

16, Are lrergnt anClor pacfing þs attached to the

receiveã copy of the purchase order and sent to

FMS?

X Yes !No [ ru¿n
Remarks:

Remarksl
X Yes

X Yes

DNo n u¡n

tr tlo n N/A Remarks: #7028 rlated 11/30/2007

I Yes nNo X N/A Rernarks: None located

! Yes ú trlo X N/A
Remarks:

I Yes nNo X N/A
Remarks:

X Yes

X Yes

DNo

L-J No

I N/A Remarks:

X Yes fl No D rurn Remarks: #335PR8502 dated

08t2012009

- e Purchase otder

and any approved freight or packing slips as 
.' acknowleógement tha[a portion of the order has

been received?

-1?' command for comPleti S

---¡ elivered bY common carller

acknowledged on the freight Þill by the carrier's driver

lrefore being accePted?

X Yes !No

DNo

D N/A Remarks:

X Yes n rulR
Renrarks: #8502

X Yes INo n rula Remarks: Re: television(s) (box torn)

#335PR7027

CHP 6OoC (Rev 09-08) Ol)l 010
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|TATE OF CALIFORNIA
,Ëpanrrr¿eñr oF oALIFoRNIA HlGl-lwAY PATRoL

ionnrvlnnlD INSPEcTIoN PRoGRAM
NSPECTION CHECKL]ST
)hapter 3, Command Procurenlents
)urchases

ø. lsÞ¡rc[asrng3ervices Unit (PSU) notified-- iÃrào¡atelv Év telephone, followed in writing either

21

yet been PrePared?

reviewed and
of oPened for

an unreasonable length of tlme' lsau 8422'0)

@ iequisitions and purclase-- 
oid"tt'taintained for three years after payment?

(SCM Vol, ll, Ch' 11, ToPic 4)

ãfr-e d-äæìons¡ocurnentø to oreate a paper trail 
.- 

Oàcumenting the basis of the ggcisions. made for the

fuicnaseZ 1-SCN Vot ll Ch' 2, Topic 11)

Remarks: Req. #f 2 Cl-lP 41 datèd

08/01/2008ü ruln

n N/A

Rentarks: Oldest dated 0711312005

CtlP 68OC (RsY 09{E} OPl010
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STATE OF CALIFORNIA
óËpnnirvre¡n ôr cnuron¡llA Hlel-l\'vAY PATRoL

Córvl¡vlnND I NSPEcrloN PRocRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Cal-Card Program

==========-:::
rNSrRUcloNs: Answer incrividuar irems wrth 'Y:', ll -!:-31ÌYÎ11'llll'nffjl*:'Îï:qiåXf,1'fil#;ï:oilifii"iji;:3J:il$?iå"ßÏ?)'i'fliii ffiii"i?'{i!ï,äiil'{rir:"1:[{itãfi:J¡Tïnll,"n'iåil;,å:1'il[Í'îî,"I"?,i,,ililü''Îll¡Ì'"'
ãß?i1:;:ii3:ffåiåTi:':iåii::"i;5i;ä,:,',l,ril*":x*i':rfi:I*fl;*::l*:iî:i:Í'îii'.:J"ïll::'JJ#?il'Êlî;
Êffi"Jil"?::,f,:ii:ffdLi3;:,il:ll'"'iäìi#';å;i';ffi[!rö,?i".tl {:'1"^'r:{*liÍil'*ili"[:[:'"'' is used as a Forrow.up

lnspection, the î""; ¡oi.náll ¡. mark'ed and onlv ¿ef¡q!9r'tl!ç9.!-Æ99-t-q!-99

Lt. Ir4ichael [ianders' #10634

INSPECTION

I Division Level

! Executive Office Level

X Cornmand Level

E VoluntarY Self'lnsPection

vendor

For applicable policy, refer to: HPM 11'2' Chapter 3

use of the Cal-

ô;rñrogiám completing the CHP 78S, Conflict of

I ntereit state ment, e'Qþr99,@3
2.

.J-

ffi rkplace certifications

mainlaineU withiñ the Cal Card command file for

each vendor utilized?

maintainAretrD'2o4 PãYee Data Record forr

in the Cal Card command file for each

1

Follow-uP
Yes

utilized?

utilized?

Required:
XNo

4.

5.

nlent Board
vendor

---ô

s utilized,
nt of

General Servìces maintained in the file?

justified?

7.

B poes Ûrãõff p 317õalCard Log tutty describe the

purchase?

ons in order
?

Ãre bank cHP 317

CalCard

Lead lnspeclor's Signature;

Remarks: Sgt. TracY and OT Latisha

Simon onlY

Remarks: Unable to locate anY ol

these forms

Remarf<s: Not authorized

cHP 6B0Þ (Rûv o9-o8l oPt 010

Remarks:
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STATE OF CALIFORNIA
õËËÄRiMENn or onuroRrut¡ HlGl-lwAY PATRoL-CórutmnND 

I NSPEcrloN PRoc RAM

INSPECT¡ON CHECKLIST
Chapter 3, Conrmand Procurements

Cal-Card Prograrn

1 o@-þroPerlY authorized

and maintained?

1l tems 
-._

13. Are Cal marntained in a secure area?

14 4;¡ CalCard Purchases
commander?

by the

@vedtrainingonthe
bepartment's procurement processes?

X Yes []No f,vn Remarks;

Remarks:

Remarks:

X Yes INo n N/A

X Yes []No úvn

X Yes l-l No l-.l ll¡n Remaflts:

X Yes ilNo fl Nrn Remarksl Area commancier or

allernate

X Yes

L-l Yes

ûNo n N/A Remarks: Request additional traìning

XNo [] NiA Remarks:

Cl.lP 6sOD (Rev. 09'08) O!'l 010



STATE OF CALIFORNIA
óËËÅnirrreÑf oF oALIFoRNIA HIGFIwAY PATRoL

Couu¡nND tNSPEcTIoN PRocRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurentents

X-Nurnþer Program

Page 1of2

õ-ommancl: I Division:
San Francisco I Golden Gate

Numbe

.3 5 ------
Date:
10129t2008

Date:
10t20t2008

Evaluated bY:

Lt. lvlichael Sanders, #10634

T-ss¡steõ Ðl
Sqt. Palr¡cia TracY, 119902--

:===-;===::==::=====-==:==:==:-Ë::======É:====-=======Ë= 
============:=E====:======

tcated. Any cliscrepancies with policy'

'Remarks'' !ection Additionally' such

ressed 1o the nexl level of command'

) taken' lf this form is used as a Foìlow-up

n Division Level

I Executive Offìce Level

Follow-uP R
X Yes

For applicable policy, refer to: HPM 1 1'1, Chapter 23

2. Does
STD,

X Command Level

! Voluntary Self-l nsPection

uired:
No

1.

t (i'e., janitorial or

landscaping) have prior rom the Business

Services Sectìon commander?

ã* n-re X*ÑIrnOã-r reqyests rnade prior to the date the

öen,ices are Performed?

ffiraone'timeuse?
6, Tre prþñ¡EGíõ-rvices pertóimed using an X

Number?

7, Arffieprocurementofa
sãrvice and not the purchase of a commodity?

ffiielecommunications
related services Pre-aPProved bY

Telecommunications Sectìon?

Renrarks: Facililies Seclion now OPI

lor all X numbers

ffid forfacilities related services

Gucn a" roof repair, electrical) costing.over $1'000
Àáve prior approvalfrom Facilities Section?

Do Xl¡¡-mbers issuecJ for laæed contractual
ágreements have prior approval by the appropriate
Assistant Commissioner?

'10

Follow-up lnsPection

Remarhs: Janilorial seryices are in-

house

Remarks: Not authorized

cllP 6g0E {Rov 09-08) Oltl 010

N/A

Remarks:
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STATE OF CALIFORNIA
óËpanirvreNlr oF oALIFoRNIA HIcHWAY PATRoL

Coulv¡nND tNsPecrloN PRoGRAM
INSPECT]ON CHECKLIST
ChaPter 3, Cotnmand Procurements

X-Number Ptogram

11.

12

13.

14

15

X Yes

X Yes

?)"
E tlo

n N¡n

I N¡a

n N/A

lJ N/A

D ¡un

RemarKs:

Remarks: OnlY lf not alreadY on file

X Yes I trto
Re¡narks:

X Yes nno Remarks: On face of CHP 78X

X Yes !No Remarks:

be ncorporated tnto an AreaIdeally, that file will be incorporareo

ed at êarliest date' The last service

335-0149, dated 0611212008) was located in files maintained by sgt' Tracy' service order

*ã, rorutäd in clerical - consolidation suggested,

order (#07-

#07-335-0 1 33

Ol-lP 9B0F- (Rgv 0g'0S) OPI 010
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STATE OF CALIFORNIA
óËËnnirtnerw or Cnr-rronnn HlGl-lwAY PATRoL

ConnunND I NSPEcrloN PRocRAM
TNSPECT¡ON GHECKLIST
Chapter 3, Comrnand Procurements

Contracts

==:::===:========::=====:===l-J:s:========- ==-==:=.==::::=-:=::=:::;:Ï:::-=*T;;l:==
,ffiffiñ;ï*.i;il;,;ri,;'; *ìn 

j'"'1or'rrro",ityîli'¿t'^ll:g:jl1*1îì¡:eå1åo;,åïl$îï:oXiiñåiå1[::j:il

:HiåißÏ?)i #;v,i'åSìHi?üiïËi'15rir:"1:lä:ãi*"'.'sr*#i*îili;,Snri¡:;:,in.,iîilffil';oì"n
ãß:|1:;:1i.i::x,ìiilTä'LiJö:f:f;iù'i::1ii:T?t11,:"::lsi;:11í*¡*,'**::m:îî:i:i'ïli'.:J,ïIJÎ:'JJJ;?TT?:i;
Ê';,T1.""?il"i5]ñ:H:,d;i:iT3::"i'l3l,"i:iïffiå;;; m:ir,ii:lli:l^:;i',,""'i::::ll:'P.'?iî;,'ii['0"'' ìs used as a For.w-up

the "Follow-uP ln box shall be marked anO onty defìcign jtg¡Æ

Lt. Michael Sanders, #10634

TYPÉ OF

! Division Level

X Executive Office Level

Follow-uP Required:
XNo

For applicable policy, refer to: HPM 1 1 ' 1 
' 
Chapter 22

X Command Level

X Voluntary SetÊlnsPection

Yes

1

2.

ffiiusedtoinitiateall
r"tL.'.óntracts which aie repetitive, regardless of

- O,-niäGtt maintained

which outline any problems related to substandard or

the estimated dollar value?

ffistusedforone-time
services exceeding $4,999.99?

Þrirnary lnterest (OPl) trackingls the Otfice oÏ Prlmary lnletesl (vrr/ rr ár/Nrrrv

;r;ó";t9 beginning witn tne requesting "?ll?19

maintained?

non-performance of the vendor?

CHP 78?

iru"ooiéllrocãtion códe used, followed by "QP" fer

contracioavable listed on the CHP 78?

nÆ
es monitored

and documented?

f the vendor

4

Remarks: None located

--z lsmãÏfäiprodñifo be delivereldescr'rbeii -
ipecifically'and in as much detail as possible in the

ure obtained,

ìncluding the reqr,rired do d approvals

iói.*p*äit" and emergency contracts per HPM 11'1'

Cnupiut 22,beloreforivardìng the CHP 78 or CHP

78A.?

Cllt' 680Í (Ror 09'00) OPI 01C

Follow-up lnsPection

Remarks: TransBaY Terminal & State

Bldg. only -- HQ now OPI

Remarksl See above

Remarks: Filed in Clerical
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ÍATE OF CALIFORNIA
$A:R;ffi¡n ôÉ ôÁr-¡ ronu n Hr GrwAY PATRoL

;öri/riuÅñp ¡nsPr lïoN PRoGRAM
.ISPECTION CHECKLIST
;hapter 3, Command Procurements

;ontracts

Remarks: HQ is OPI -- Nol

accolnplishe<J al Area level
rvices less than slx

d start date of the contract

Commissioner, Staff, for

ts aä
Department before exPira

, timeframes, and in the

ntract (e.g', review
im Products)?

substantiate expenditures for work performed and to

pi"u"nt penalties being assessed?

Are contract expenorrüEffiõìtored to ensure there

rit 
"rr¡äËntiri'tot 

to p-ay for allseryices rendered

as r-quired bY contract?

10

11

12

13

il Yes XNo X N/A

Renlarks:

RemarKS:

X Yes üNo I N/A

X Yes []No X nln

X Yes lNo n Nln Remarks:

X Yes úNo n N/A Remarks:

Remarks:fulfilled

all requirements of the c ving the

final invoice?

X Yes []No ú N/A

15

16

17

1B

X Yes úNo ú nrn Remarks:

Remarks: ComPleted at llQ level

X Yes DNo Dwn

XYes I ENo [] tin

D ves lNo X NiA

Remarks: No comPlaints in wtiting

located

RemarP's:

19 
-Are 

problems concerning the contractof s
" 'p;;å;t"nce 

fully docurñented in writing and made a

pårt 
"t 

the contráct manager's contract file?
E ves !No X N/A

ffiment re.quöst dollar amounts

incre ased more !!4-3 I "/9! l-.l Yes XNo [ ]rurn

OllP OSofr (Rov Og'oB) Ol'l 010
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JIATE OF CALIFORNIA
íËËn-niri¡ãÑiòÈ inurronNt¡ lrlcr-rwAY PATRoL

1öMMÁñD INSP lcrloN PRoGRAM

NSPECTION CHECKLIST
)hapter 3, Command Procurements

lontracts

-t, ß]h^ãf e n gtF-ofliG co ntract amend ment requ est

more than one Year?

22. Are ame no meiEiêllffi d 
-uerore 

th e expiration of

the original contract?

--ãT-- 
initiated for any commercial meeting/conf9re199 ^^ .

room rental tni"n is expected to exceed $4'999'99 in

total cost?

' - : I rr=.....=---.-cego'n9tn"-*',",

-%ffi conference room rental costs e)- ' 
ã.t ãav limit have pre-approval from Assistant

bommissioner, Staff?

) finqerP-fjnt
nducted for all of

agreements:

(1)
(2)
(3)
(4)
(5)

Avionics Maintenance and RePair

Helioooter Maintenance and Repair

lnstruitor Services (on'site)

Janitorial Services
Consulting Servises

X Yes flNo lXnrn
Remarlrs: OccasionallY

Remarks

X Yes lNo n ruln

n Yes

X Yes

XNo

úNo

I N/A

¡ N/A Remarks:

Remarks:
ú ves !No XN/A I

n ves l. X l-'lo n N/A I 
nemarrs: Not on-siie more than 30

cttP 6B0F (tìoY osi'os) oPl 01o
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JlATE OF CALIFORNLC
;$Aäi¡i¡iffi or óÀr-rronruln HrcrlwAY PATRoL

äötilirltÄñó ñsP :crloN PRoGRAM
iNSPECTION CHECKLIST
3hapter 3, Command Procurements

Sontracts

Remarks:

Remarks:

27
tion
along

Commander review?

personnel)?

the contract?

administered?
- 

r r :,-iffiä-ilõet 
þrepared listing all expenr

28

30

31

32

33.

ü Yes fl No X N/A

flves nNo X N/A

Remarks:
X Yes [ruo n N/A

ï:
Remarks:

X Yes DNo ú ruln

n Yes XNo nwn

Remarks:
XYes I !ruo ú ru¡n

Remarks:
X Yes úNo E n¡n

Remalksì-3 ine if all invoices
" ' r,tt* u"en receìved in order to oversee the

comPletion of the contract?

contain detailed performance criteria and a schedule

fr;õ;"i,""n""á iscru Vol' I' ch' 3' section 3'02'1)

! Yes XNo ú u¡n

Remarksl

Remarks:

Remalks:

D Yes nNo lxN/A

Þ- 4 Contractor
"- gtãiràtion form for oonsultant contracts?

þCrtlt vot. l, ch, 3, section 3'02'5)

- . : : : ;:'lllllã7i-^¡rñI--

I Yes úNo lxvn

X YeS INo I Nln37, Does ConlractworK only pugrrrqrtsr qv.l- 
ñntf tontract? (SCM Vol' t,-Ch' ¿, Section 4'09)

38. Are the requtrementsõreovernment Code Section-- 
ì'òiào-talór (b) documented and justified for

nersonal servlce cïntiactsf (GC 19130 & SCM Vol' I

bn. z, sect¡on 7.05)

approval and execution

n Yes

ü Yes

üNo X N/A Remarks: Sgl. l racY was unsure of

specifìcs coñtained in these sections

XNo I N/A Remarks:

ch. 4, sectlon 4

CllP OBOF (Ro\' 0!L00) OPI 010



;TATE OF CALIFORNIA
,eËÀnirtreÑf ôF oALIFoRNIA HlGrlwAY PATRoL

;bVrrVrNruD I NSPECTION PROGRAM

iXCEPTIONS DOCUMENT
a::j=:::::'-=íJ;;:::;;= =a======:==*--=::====::=========:=:=:-===::=:=:=--*==:=:,rL ^ Lr-.-r-^ ^^ i^^ti¡ato¡l trnfer fhe chaOlt;==:===--======
\¡srRUCloNS: rhis documenr,sha.rr b: tv-pe-qi -c!:1,."^1piÎfl:5::ffi :ii,nîì:llr""iJXi i:J:îlt'JH;;;$iil"ti"i',,?,.'låchapter
:,'#T:It?Ìil:ï"X"'"'iffiË'.'lô':ñyJåÏ#!!ii:i yi-'"'irl;,Tifj1ili";'¡;"l*;j".,J,ffiiil"îi¡Ji,[i.¡,i""1
ili,TJ:iJEJË?ii;: äL:':J'J"ï'ñ' ffiffiì;;iiri,*qt:i*i:-1ï,H:1::1""::lnffi:"ï¿ï8%ï'^TJ'ål?H:ffi,1Îå
x;l;;;"",;;li:f,1ìåJi:ffii#ï.]li?,.::iiHiH,li'iJ'.i'Ïlå:ö ËäîäJt. àpp.ãrnnåins' Âb¡pir Memorandum mav be used ir

lnspected bY:

Lieutenant M íkqlardoza

rdditional sPace is

.YPE OF INSPECTION

] Division Level ffi Command Level

I Executive Office Level

Follow-uP Required:

nYes X No

ffiepartmentaluring the insPection'
rols,

Ú Corrective Action Plan lncluded

n Appeal lncluded

X Attachments lncluded

Commander's Signature:

Due Date:

Command S
Aróa Staff did

Tñe empioyees felt the system in place

was efficient. The Area complies with DepaÉment policy'

-.-^ ^-r raraa an¡l heatrv lt is the opinion of the inspector
roomandareverylargeandheavy.ltistheopinion.oftheinspector
ìfficult and would needo rpå.iti. uqúipt"nt to do so, However' the

o the building'

The inspection did notfind any deficiencies in the process utirized for fiscal control'

CHP 680/l (RoY 09'09! Ol)l olÛ



STATÊ OF CALIFORNIA
'nËpnniMeNir oF oALIFoRNIA HIGþIWAY PATRoL

COMMAND INSPECTION PROGRA'M

EXCEPT]ONS DOCUMENT
Page 2

Lieutenant Mike Cardoza

Commander's ResPonse;

I

lnspe.ctor's Commelts: - -. -

CoEctive Acti on P-leÚI'ïmell ne

CHf' 6B0^ (F(er. 09'OB) OPI 010



STATE OF CALIFORNIA
DEPARÍMENT OF CALIFORI{IA I'IIGI-WAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT

Page 3

Command:

San Francisco
Division:
Golclen Gate

Chapter: 4

Fiscal controls

lnspected bY:

Lieutenant Mike Cardoza
Dateì

12t0412008

I Review/Decision: This shall be the

CHP 6EO^ (Ror 09'0U) OPI 010



-\/
Page 1of 3

ålãîfi3$i5Pãl'$'o**^ HrcHwAY PAïR'L

rsäáCrloN PRoGRAM
hapter 4

iscal Controls

San Fra

Evaluated bY;

Assisted bY:
ant Patricia T

üiö[!e su'¡;yl"**. ;'i,'*"jä$i,î"JJîï:i;fiffiili;
iÌ:l"J"*?:: ãnäifinõru¿' unv cted, 

---------
YPE OF INSPEC'ÍION

I Division Levet

] Omce of lnsPections

B Command Level

I VoluntarY Self-lnsPection

Fot
T

low-uP
Yes

Required:
XNo

Ch

inistrative
HPM 11,2,

ll uno

5
aþProPriatelY

restricted?

ttñk;ääótä, iP 13143, Lieutenant

trfv,Ú follow-UP lnsPectìon

Remarks: DailY: Sueta Balleza'

ÄiäoÏs. weektY: LaTisha simon'

Remarks: Lockeo CaÞinet anci Lock

gó*, Sut" is for Evìdence onlY%ñtifieswhohas access
Does a record exlsfs \ 

in access
io tn. iat. and/or vault and when clranges t

Remarks: No sale in olerical

Remarks: l-leavy, wouìd be difñcull to

when an excess
r ' 

;*iæ; of employees were a1?lt tJlry 
^- ^a ,ann¡

äã.uin"ii"n, traniferred out of the Area' or no longer

eÌih'äffi@uitdingt

Rëmarkà:

ÎP-?l^"d 
in

.ilbmiÏled lo Fiscal ..
tal. f epoft(S)-SuDmllteu'ru r "rÞvqr

tÏrudl wiìnin five working daYs
-^^,+o

CHP 6EOG (Rev 09'00) OPI 010
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Remarks:
lã rirnu Sìmon, lD 413231: CHP

265. cHP 221,cHP 36'
lisËa Oetata, lD 411506: CHP 634'

erlia Alvarez, lD 414444: Civil

Suboeona,
óitióir sue Farrell, lD 12635 and

Sergeant Patricia TraoY, lD 9902:

cHP 464.

11
s

11) CHP 265, Sale of Disc

BatteriesiUsed Rotors'
izl õî-È go, Erridence/Property ReceipVRepotl

(unclaimed Property' 
o ooo,,'onrl rime \¡vorked

amage RePort.

trol Cost Estimate -

13

14

16

X Yes INo nvn

n Yes il t'to x N/A
Remarks: No record of shortage

Remarks;
XlYes l-l tto N N/A

Remarks:
X Yes [-'ì No l-l t'uR

lX Yes ñ tto N N/A Remarks:

Remarks:
E ves !No ¡ N/A

Remarks:
X Yes f-l tlo N N/A--mirffi at are not for resale'i

Remarks:
X Yes ll tto ñ trtlR

Remarks:

Remerksl

E Yes lNo ü ¡r¡n

[-l Yes f-ì tlo X ulnzu, ls Ine Þ llJ TJvr srrevr
., - -..-r^r^-l +^ ê¡ rñ^^rl avnenflittlfg?

Remarks: Area has not requested

f unds in the last six months'
Requests, completed a

qrã''tãtfv íi unJåt $10'00, and on June 30 of each

ne13l r-ra41!_=-ñffiõ 
H PZ6Z ProPe¡Y authorized?

E ves

I-l Yes

ENo X urn

I-l tlo D( ru¡a Remarks:

Remarks:

Remarks: Lat entrY: October 1, 2008

ffi ves fJ No T ru¡E23, Does the total amounr oT Çasll' rçreçrPtù'" 
ã"ãipit in transit equal the total of petty cash and

___ghaNglungg3 ôf
I Yes üNo f, ruln24

25. IX N/A Remarkg:
i-l Yes ñNo

CHP ll0oG (liov Og'Os) OPl010
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zo,

27

æ. ls pãttv ¿srr ttsed to purchase pro items?

ciollar lirnitation bY

the
31G a Pett-y cash custodían by the

commander?

RemarKs
Box,

Locked cabinet and Lock

Remarks: La Tisha Simon' A1 3231

CHP 6S0G (Rev O9'og) OPI 010



8lÊIt-ff 8fi.. 5P ãl[to* * o H I GFrwAy pArRoL

COMMAND ¡NSPECTION PROGRAM
EXCEPTIONS DOCUMENT

additional is required.

:-====: =:==========:=:==::=::=============-=====:======::::--=====:::-
INSTRUCTIONS: This documenl shail be typed.. check approprìate boxes as necessary, or fìll in the blanks as indicated. Enler the chapter

num¡er of the inspect¡on in the chapter lnspection number. under "Fonrard to:" enter the nexl level he document

.ñä¡iï" ioute¿ to'ano its due date, This document shall be utilized to document innovative praclices ewide

-pro"árìni ¡¿ent¡ne¿ ¿Àf¡ciencies, corrective action plans, and may be used to appeal findings. A m may be used if

ter

i San Jose Area

#11167

X Corrective Actíon Plan lncluded

I Appeal lncluded

fJ Rttachments lncluded

t;tf ;,r¡,þ)'

Fon¡vard to:
Golden Gate DivisionFoflow-up Required:

X Yes No

ector's Comments Regarding lnnovative Practices:

TYPE OF INSPECTION

E Division Level X Command Level

I Executive Office Level

ith the various command procurements programs' lt

is clear that each person is knowledgeable on the purchasing and processing of documents assocìated

with their methodólogy, however theie is a need to bring everyone onto the same page so that there is

consistency, AlthougÏihere is sometimes a desire to teâve it alone if it is not broken, this program is in -

need of perhaps some additional training and a standardized set of policies, This should be developed

and then folìowed up through in the Area SOP'

I

necessarity thoroughly dlscussed with the training in the new process does not

take place. ln reviiwiñg the new policy of h of the processes, there was some

discräpancy on the intãrpretation of tlre la for the CHP 7BS, 7BV, and the form

74.The 7B's are mentioned in purchasing, however ìs never mentioned in the cal card, x-number, or

contracts sections,

CHr, 6Û0/.. (fic? Ûg'OtJ) Ot'l 01o

õ ñ the san
lnsoector's Findinqs:
Only a few discrepancies were noted during the inspection

Jose Area.



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHVI/AY PATROL

COMMAND INSPECTION PROGR,AM
EXCEPTIONS DOCUMENT

Page 2

a

a

a

More training is needed.
process for packing slips and consistency of all personnel.

Area has not been completing the 7BS and 7BV for vendors, New policy will be reviewed by all

involved staff,

Area will review the use of the log sheet to document daily activities of contract agreements.

ÂltnorgÀ it ís only a recommendãtion in policy, area will identify its benefits ìn comparison to

existing procedures,
Area dães not have a Form 74 (California lntegrated Waste Management Board) for each vendor

in file.

lnspected by:

C,J. Wayne,11167

r's Comments:

Commander will conduct a training course with all procurement staff to ensure compliance and update of

new policies and Procedures'

February'16, 2009 all items will be corrected and training conducted.

March 16, 200g Area SOp will identify specific tasks for each assignment if different from policy.

cHrr 000Á (Rev 094û) OPI 010



STATE OF CALIFORN'C
DEPARTMENT OF CALIFORNIA H¡GI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

San Jose Area
D¡V¡SiON:

Golden Gate
Chapter:
3 anci 4

lnspscted by:

C. J. Wavne, 11167 12t2612008

Date: i t

laf ;ih/rit
r'*t*-* 

r,*dei'5/9ìgnature 
(for appeal)

i/

Daté: '

cHP 680/r(Rav 09.08) ot'l cíc



STATE OF CALIFORNIA
DEPARTMËNT OF CALIFORNIA HIGI1WAY PATROL

COMMAND INSPECTION PROG R,AM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

X-Number Program

Page 1of 2

12t241200811167

Reclusado

=== :===: ==:===============: :: =: :::======:=
INSTRUCTIONS: Answer individual ilems v¿ith "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

àpplicable legal statu ted in the inspections shall be commented on via the "Remarks" section. Additionally' such

Oiscrepancieõ and/or documented on an Exceptions Documenl and addressed to the next level of command.

Furthermore, the Exc all include any follow-up and/or corrective action(s) tat(en. lf this form is used as a Follow'up

Evaluated by:

f C,J, Wa
Assistêd þy:

Suito, Tsuda

inipuãt¡on, the ,'Fo[ow-up t!spectigl_!9I J¡g][g_.!rìgl¡ed and only deficient items need to be re'inspected,

-iFEõF tNsPEcTiõñ

! Division Level X Command Level

! Executive Office Level flVoluntary Self-lnspection

Lead I nspector's Síg naturel

Follow-up Required:
['l Yes lV tlo

E Follow-up lnspection

For applicable policy, refer to: HPM 11 .1 , Chapter 23

t. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? n Yes XNo n N/A Remarks:

2. Does all X Number file documentation contain the
' STD. 204 Payee Data Record? X Yes nNo ! N¡n Remarks:

3. Do X Numbers requiring a contract (i,e., janitorial or

landscaping) have prior approvalfrom the Business
Seruices Section commander?

X Yes nNo ! rurn Remarks:

4. Are X Number requests made prior to the date the
services are performed? X Yes ENo ü ¡¡ln Remarks:

5
X Yes _EJle N N/A Remarks:

6. Are prohibited services performed using an X
Number? ! Yes XNo X N¡n Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? X Yes D trlo n rurn Remarks:

L Are X Numbers issued for telecommunications
related services pre-approved by
Telecommunications Section?

I ves nNo X N/A Remarks:

9, Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000
have prior approval from Facilities Section?

X Yes lNo n ¡un Rentarks;

10. Do X Numbers issued for
agreements have prior ap
Assistant Commissioner?

apsed contractual
rroval by the appropriate I Yes ! tlo X N/A Rematks:

CH!'680li {Rsv O9.0{li OPI 01{i



Page 2 of 2
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGR,AM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

X-Number Program

1 1. Do all X Numbers awarded to a non-small busÌness
vendor contain three price quotations? X Yes I t¡o I N¡n Remarks:

12. Do allX Numbers awarded to a small business
vendor contain the small business certification from

the Deparlment of General Services (DGS)?
X Yes Iruo ! N/A Remarks: Area ulilizes the DGS

internet site and maintains a file for
local vendors.

13, Does tf'eile documentation contain the STD. 21

Drug Free workplace certification for X Number
vendors?

X Yes X t¡o nrun Remarks:

14, Do ernérgency service X Numbers document and
justify the emergencY? X Yes D l.lo n rurn Remarks:

TSls the itemEêdlnvoice for each X Number seruice

maintained in the command's files? X Yes nNo E N/A Rentarks:

CHI? 6S0E (F(€v 09.0{ri OPI 01Cl



0mmand:

San Jose Area Golden Gale

Page 1of 3

Date:

121 2412008

12t 24t 2008

Number
340STATE OF CALIFORNIA

DEPARTIvIENT OF CALIFORNTA HlGI-{WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHEGKLIST
Chapter 3, Command Procurements
Purchases

:=:-å=======:==========::==:=::=============:=::===::=====::==:====-==*
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated, Any disctepattcies with policy,

àppticaote legal statues, or defìciencies noted in the inspections shall be commented on via the "Remarks" section, Additionally' such

ois.fiÀpãnciei andior deficiencies shall be documented on an Exceptions Document and addressed to the next level of command,

rurthermore, the Ëxceptions Documenl shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Foìlow-up

i ãvâluated

C. J. Wavne, 11167
Ass¡sted by:

Suito, Tsuda

ln , the .Follow-up lnspection" box shall Le marked and ollly_deficienl items need to be re-inspected'

n Division Level

fl Executive Office Level

X Command Level

D Voluntary Self-lnspection

Ce/é Siqnature:

Ü Follow-up lnspection
Follow-up Required:
XYes !ruo

For applicable polìcy, refer to: HPM 11'2, Chapter 7

1. Are participants in the procurement process at the

command levelfamiliar with the related policies and
procedures for purchasing ?

Remarks: More training is neededHave npprovers/reviewers of purchases received
procurement training?

Slnre prohibited items procured on CHP 43' Purchases

Requisitions?

. Supplies for personally - owned equipment

. Commodities for personal use

. Confirming order

. Purchases via the internet

4. Are separate CHP 43s, Purchase Requisitions,
prepared fot commodity iterns obtainable from
different suppliers or from different statewide
commodity contracts?

S.ls all requireO ¡ntormation entered on the CHP-AI
Purchase Requisition?

Xyes I IttoAre the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each

fiscalyear (July 1)?

7. Are expedited requests for the purchase of goods
forwardecl to the Assistant Commissioner, Stafi, for

approval?
i üv"t
I

I

(:HP 6{10(; lR6! 0gð{,ì oPl o1(r

X N/A
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STATE OF CALIFORNU\
DÊPARTMENT OF CALIFORNIA HIGFMúAY PATROL

COMMAND INSPECTION PROGR,AM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Purchases

a Do specialized items purchased contain the

appropriate Dívision, and/or OPI approvals? X Yes nruo I ruln Remarks:

g Àre the CHP 43, Purchase Requisitions,
comPetitivelY bid? X Yes nruo ! nln Remarks: Only excePtion is sole

s0u fce

1Oioes thê-HP 315, Price Comparison Worksheet,

document at least trivo price quotations? X Yes tr lto I N/A Remarks: Unfess sole source.
Explanalion is then Provided.

It. nrê Limited Competitive Bidding purchase requests

that limit or restrict the purchase to one specific

brand or modeljustifiecl and in compliance with SAM

3555?

X Yes !No I ruln Remarks:

te, nre irmited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555'3?

X Yes X tlo I N/A Remarks:

1e Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

f Yes nruo X N/A Remarks:

U. Ñe items checked immediately for content and

damage when delivered? X Yes n ¡lo !vn Remarks: As much as Possible.
Some are chect<ed when Package is

15. ls the "received copy" of the purchase order
approved, dated, and forwarded to the Fiscal

Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes ENo n N/A Remarks:

i0. nre freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

I ves

17. ls FMS provided a photocopy of the purchase order i -and any approved freight or packing slips as I LJ Ves

act<nowledgement that a pofiion of the order has 
!

XNo I Nle Remarks: Not all packing sliPs are
attached to the purchase order. Some
items are verified by or¡g¡nal order
and the packing sliP has Þeen
destroyod Will review policy on this

XNo If! ru¡n Remarks: See above comment
Some packing slips are retained ilì

the area files.

been received?

when the is received?
19. Are Damaged items delivered by common carrier

acknowledged on the freight bitl by the carrier's driver
before being accepted? 

i

I

l_
I

l
I
I
I

18. ls the original"received copy" retained by the 
I

command for completion and foruvarding to the FMS I X Yes nNo I nrn Renrarks

Remarks: This depends on the abili\'
to immedrately identifY damaged
ilems. However once determined
damâged, the vendor ¡s contacted

(;tlP (ji!o(; lfisv 0lr'06) oPl 01(r

f! Yes XNo D ru¡R
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGR,AM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

ZOJs Puicnasing Services Unit (PSU) notified
imm riting either

by a cancellation

oitn fitis
dete on a CHP 43

is no longer needed and a purchase order has not
yet been PrePared?

X Yes D tlo n N/A Remarks:

21, Are oqn purchase orders periodically reviewed and

investigated to ensure the orders are not opened for

an unreasonable length of time' (SAM 8422'0)
X Yes I tto ü ¡¡ln Remarks:

ãã-qre copiesõi1he purchase requisitions and purchase

orders maintained for three years atter payment?

(SCM Vol, ll, Ch. 11, ToPic 4)

X Yes I ttlo !vn Remarks:

23. Are decisions documented to create a paper trail

documenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch,2, ToPic 11)

X Yes fl ruo tr N/A Remarkg:

24. Ne purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
lPublic Contracts Code Section 10329)

! Yes XNo ! N/A Remarks:

cHt) 6ü0(; lRor. 0940¡ oPl 010
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STATE OF CALÍFORNIA
DEPARTMENT OF CAIIFORNLq HIGI-M'/AY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

:==-===:=:==== ====--===:::Ë==::====::=====:=====:=======:::==-=======:-=======
INSTRUCTIONS; Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or defìcienoies no

cliscrepancies and/or deficiencies shall be

Furthermore, the Exceptions Documenl sh

¡-'""'-'-'
I San Jose

Evaluated by:

Suito, Tsuda, Reclusado

TYPE OF INSPECTION

I Division Level X Command Level

! Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

i.

.1..

't'ü'''(""'"

Follow-up Required:
X Yes [l ¡.lo

Follow-up lnspection )mmanoers

I ,!q,Íiri,

Dale:
'" !^

¡+,/C;yt/þly'

For applicable policy, refer to: HPM 1 1.1 , Chapler 22

: I ,¡l
t/ llì/ !!t' :l

:l
l/

1. ls a CHP 78 Contract Request used to initiate all

service contracts which are repetitive, regardless of
the estimated dollar value?

X Yes ! l.lo E ruln Remarks:

2. ls a CHP 78 Coniract Request used for one-time
services exceeding $4,999, 99? X Yes I trlo I N/A Remarks:

3. ls the Office of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" tor
contrac! payable listed on the CHP 78?

I Yes XNo n ruln Remarks: Documents in file do nol
contain "cP"

4. ls the perforrnance of contract services monitored
and documented? X Yes !No fl ru¡n Remarks:

5. Are all copies of correspondence with the vendor
maintained? X Yes I tto n N/A Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

n ves fJ tlo X N/A Remarks: The area has nôt
exporienced any substandard non
performance of vendors,

7. ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

X Yes fl t¡o fl N/A Remerks:

Are all required levels of approvãllsgnature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 1 1 ,1 ,

Chapter 22, before forwarding the CHP 78 or CHP
7B/\?

X Yes fl l'lo x N/A Remarks:

cHr, 6û0f: (ker 01,-0{r) ()Pl 0'lo



Page 2 of 4

STATE OF CALIFORNIA
DEPARTMEM OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than stx
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

! Yes ü ¡¡o X N/A Remarksl

10. ls all work completed and accepted by the
Department before expiration of contraci agreement? X Yes Iruo I N/A Remarks:

1 1. Are contract services performed according to lhe
quality, quantity, objectives, timeframes, and in the
manner specÍfied in the contract (e.9., review
progress reports and interim products)?

X Yes INo I n¡n Remarks:

Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

12
X Yes n ¡lo n N/A Remarks:

13. Are contract expenditures monitored to ensure there
are sutficient funds to pay for af I seruices rendered
as required bY contract?

! ves nruo X N/A Romarks: Area has not experienced
overages on contract oxpenditures,
however does not have a check and
balance to ensure comPliance.

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes tr l.lo ! rutn Remarks:

15. ls the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for paynrent?

X Yes nNo T ru¡n Remarks:

16. Are all applicable form sections of the CHP 7B

comPleted? X Yes nruo tr ru¡a Remarks:

17 . Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger. requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

X Yes nruo n ¡lln Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 7BS, Conflict of
lnterest Statement, EmPloyee, form?

n Yes XNo n ruln Remerks. Area was not in compliance
with this new policy, however will
addrêss in exception$ documenl and
will follow up with cortections.

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

n ves fl No X NiA Remarks: Area hâs nol exper¡enced-
substa ndard performa nce.

i-.i 20. Are contract amendment request dollar amounts
I increased more than 3\o/o? Yes [-ì trto X NiA Remarks:

út.tfl GBOI: (i"<ey Og.oE) OPt 01c
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Contracts

Zt lsiñe length of the contract amendment request
more than one year? ! Yes DNo X N/A Remarks:

E-Are amendments requested before the expiration of

the oríginal contract? n Yes fl ¡to X N/A Remarks:

Zg is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rentalwhich is expected to exceed $4,999.99 in

totalcost?

X Yes lNo D Nln Remarks:

24. Ao conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Statf?

X Yes ! tlo T N/A Remarks:

25. nre California Depaftment of Justice (DOJ) and

Federal Bureau of lnvestigation (FBl) fingerorint
chq.cks and driver license chqckq conducted for all of

the following tYPes of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopler Maintenence and Repak
(3) lnstructo¡ Services (on-site)
(4) JanitorialServices
(5) ConsultingServices

I Yes nNo X N/A Remarks: No agreements exisl in
Area.

26 ls a d[iver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor andior specifícally assigned personnel

are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Mainlenance and RePair
(3) Carpetlnstallation
(4) Diesel Gonerator Maintenance and Repaìr
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire EXinguisher Service
(S) Garage Door Mainlenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heat¡ng, Ventilation, and Air Conditioning Service
(1 1) Laundry/Linen Service
(12) Office Machine Maintenance and Repair
(13) Painting Services (interio¡ of facility)
(14) Plumbing Services
(15) Scale Maintenance and RePair
(16) Stêam Cleaning Services (Carpet, nol scales)
('17) Telephone Services (cellular, salellite. and regula0
(18) Television Equ¡pment Maintenance and Repair

(19)uninterruptible Power Supply Maintenance and Repair

X Yes

I

I

I

I

I

l

Remarks:

ì

I

I

.J

cHr,6Û0': lRev 0$.0tll oPI 01c
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STAÍE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIIVVAY PATROL

COMMAND INSPECTION PROG RAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

n. nre an ¿rwer license anci fingerprint informaiion
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

I Yes nNo X N/A Remarks:

28 ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i,e,, adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s

personnel)?

f Yes D l.lo X N/A Remarks:

29, Áre all invoices, records, and relevant documentation
maintained for lllr.eg,years after the final payment of
the contract?

X Yes tr tto I ru¡n Remarks:

g0. ls a log sheet maintained for a diary of activities
related to the contract? I Yes XNo D ru¡n Remarks: None of the cal card

holders utilizes the log sheet,

however each has their own method
of trackinq act¡v¡ties.

at. ls a computer file prepared for all contracts
administered? D ves XNo ü Nln Remarks: All are maintained in a hard

copy file.

32. ls a spreadsheet prepared listing all expenditures?
! Yes XNo I ru¡n Remarl<s:

33. ls the notification to the contractor documented for
the start date for services to begin? X Yes I tlo X Nln Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

X Yes n ¡lo D n¡n Remarks:

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3,02.1)

I Yes INo X N/A Remarks:

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultanl contracts?
(SCM Vol. l, Ch. 3, Section 3,02.5)

I Yes fl No X N/A Remarks:

37. Does Contract work only begin after approval of the
finalconiract? (SCM Vol. 1, Ch.4, Section 4,09) X Yes INo [ ¡ll¡t Remarl<s

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. I,

Ch, 7, Section 7.05)

D ves

fJves

Dl.¡o lxMn Remarks

39 Are any contract paynrents made prior to the final
approval and execution of the contract? (SCM Vol. I' XNo ifl n¡n Remarl(s:

_..J___--i.
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STATE OF CALIFORNIA
ÞEPARTÎúENT OF CALIFORNIA HIGI.IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies with policy,

applicable legal slatues, or defìciencies noted in the inspections shall be commented on via the "Relnarks" section. Additionally, such

Oiscrepáncieõ andlor deficiencies shall be documented on an Exceptions Documenl and addressed to the next level of command.

Furthermore, the Exceptions Document shaìl include any follow-up and/or corrective action(s) taken. lf this fonn is used as a Follow-up

valuated by:

11167 12t24t2008

Suito, Tsuda, Medeiros

lnspection, the "Follow'up box shall be marked and onlv defìcient items need to be re

TYPE OF INSPECTION

f, Division Level X Command Level

D Executive Office Level n Voluntary SelËlnspection

Lead lnspector's Signature:

Follow-up
X Yes

Required:
[-l t'lo

! Follow-up lnspection Ocmmaúedd Signatuie:

[ .,lt,l|li' ¿,\. . ;/---
Date:7 |
¡"t¡}çf ff

For applicable policy, referto: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card prograrn completing the CHP 78S, Conflict of
lnteresl Statement Emolovee. form?

n Yes XNo [ ru¡n Remarks: Area had not implemented
new policy regarding the 7BS

2. Are STD. 21 Drug Free Workplace ce¡liftcations
; maintained wlthin the Cal Card command file for
i each vendor utilized?

X Yes fl No ! N/A Remarks:

3. Are STD, 204 Payee Data Record forms maintained
in the Cal Card command fïle for each vendor
utilized?

I Yes XNo ! ul¡r Remarks: Only maintained for Atea
vendors, Some vendors are
established from a Statew¡de level.

4, Are California lntegrated Waste fVlanagement Board
Form 74 documents maintained for each vendor
utilized?

D ves XNo n N/A Remarks: li does not appear that
each vendor fìle contains the Form
74 Area wlll need to follow up with
each cal card holder to review policy.

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

X Yes nruo ll N/A Remarks:

6 When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

X Yes I trto I ¡un Remarks:

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? [] ves XNo [ ru¡n Remarks:

8. Does the CHP 317 Cal Carcl Log fully describe the
purchase? X Yes INo n Nln Remarks:

9. Are bank statements reconciled with the CHP 317
CalCard Log and the receipts/invoices? X Yes n ¡¡o ü ru¡n Remarks:

I

I

(:Hr> 6B0Lr (Rc'. o!J'Otl) Ol'l 01ú
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STATE OF CALIFORNIA
DÊPARTil,IENT OF CALIFORNIA HIG|-IWAY PATROL

GOMMAND INSPECTION PROGR,AM
INSPECT¡ON CHECKLIST
Chapter 3, Command Procurements

Cal-Card Program

1OJs the CHP 317 Cal Card Log properly authorized
and maintained? X Yes INo n N/A Remarks: Each Cal Card holder

ma¡ntains their own file,

11 Ãie credit invoicesireceipts for returned items

maintained with the bank statement? X Yes INo I Nln Remarks;

12. Do non-itemized purchase receiptsiinvoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on

the bank statement.

X Yes E l.lo D rurn Remarks:

tg. Are Cat Cards maintained in a secure area?
X Yes [lNo I Iruln Remarks:

lmre Cal Card purchases pre-approved by the

commander? X Yes I t'¡o tr ru¡n Remarks:

isla./e all cãi¿nol¿ers received training on the
Department's procurement processes? X Yes n ¡lo fl N/A Remarks: Would lìke additional

training on new Policies and

orocedures.

1ô, Are rtemlÐ puñhased with the Cal Card prohibited

by departmental PolicY? ü Yes XNo nrun Remarks:

ct.tP ri8or) (nc,,. 09.001oPl0l0
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STATE OF CALIFORNIA
DEPARTMEM OF CATIFORNIA HIGFIWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

I Division:

San Jose
umber: 340

Evaluated by;

S. Bovce, Lt,12719
Date:

12t1712008
Assisted by: Date:

INSTRUCTIONS: Answer individual ilems with "Yes'' or "No" answers, or fìll in the blanks as indicated. Any discrepattcies with policy,

applicable legal statues, or defìciencies noled in lhe inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancieã and/or deficiencies shall be documented on an Exceptions Document and addressed to the nexl level of comnrand.

Furthermore, the memorandum shall include any follow-up andlor corrective action(s) taken. lf this form is used as a Follow-up lnspection,

the "Follow-up lnspection" box shall be marked and only defrcìenl ilems need to be re-it

ryPE OF INSPECTION

! Divisìon Level

f] Office of lnspections

X Command Level

n Vol untary Seltlnspection

tt!.
liai it,st

accordance Wflh_q9p3lrngtEl_Igltgy-? **
- * 

1o ls the weeiiy-tran.smittat repõft(Ð su-bn"xtted to Fisóã

Follow-up Required:
fl ves X ruo

For applicable policies, refer to State Administrative
Manual (SAM), HPM 1 1.1, Chapter 4, and HPM 1 1,2,

Chapter 2.
1. ls management actively involved in revìewing and

approving paperwork related to receiving and
oreoarino collections?

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receivin g and preparjng colle_ct'lons?

.--g--

3. Does the comrnand have adequate separation of
duties for collections received?

4. Does the command have adequate separation of
duties for the cash recei 2

5. ls access to the safe and/or vault appropriately
restricted?

6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access
occur?

7, Was the |ock combination changed when an excess
number of enrployees were aware of the
combination, transterred out of the Area, ot no longer
requires access?

L Are weekly transmittal reports prepared in

Management Section (FMS) within five working days

__J9!l9y!¡j_!h9_w99!__qoJefeAÞy_!hereport?.*.

Lead lnspeclor's Signature:

F?¡. ¿i:.

,:"
| .-', 

---,tt/
l. È" |*.!'..r

Remarks:

Remarks: Areâ uses HPM 11.1,

Chapter 4.

Remarks:

Remarlçs:

Remarkg' Area has no safe

Remarks

Remarks:

Remar'ks:

Remarks:

D Foilow-Up lnspection

XNo lnN/A

E Ns-llK u¿¿

ry-o- iE-ua
I-l l.lo I l--l ru¡n

(:l'l¡' 6B0G {ft3! o!¡-OB) Olrl 010

Remarks:
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STATE OF CALIFORNIA
DEPARTMEM OF CALIFORNIA HIGI-IWAY PATROL

INSPECTION PROGRA]VI
Chapter 4
Fiscal Controls

ffiano suom¡t tne iollów¡né torms
with the weekly transmittal when applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, Evidence/Property ReceipUReport

(Unclaimed ProPertY).
(3) STD 634, Absence and AdditionalTime Worked

RePort, for jurY dutY.

(4) CHP 22l,Itfialicious Damage Report.

(5) CHP 464,Traftic Control Cost Estimate -
Advance DePosit,

I Yes fl t¡o n ru¡n Remarks: CHP 464 is NOT used by

direclìon of Accounting Section. A
CHP 465 is used in its Place.

2Js a memorandum for cash shortages prepared if
ncr:essârv? I Yes [-l t'lo fX N¡R Remarks:

ãloes the command ensure the information written on
rhÕ ^ôuñtÊr reeeint is comolete anci leoible? XlYes ll t'lo N N/A Remarks:

-- 14. Wás a counter receipt issued for each witness fee
¡{onncil reeeived2 XlYes l-l wo l-'l n¡n Remarks:

tS. Was a counter recerpt issued for each movie,
widp-loarl anrj soecial event detaills)? lX Yes nruo Ivn Remarks:

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
rced rotors. and other cash received?

X Yes fl No n ¡¡rn Remarks:

17.ls saþs tax added to items that are not for resale?
fl Yes üruo EJ N/A Remarks:

18. Are allcounter receipts pre-numbered and issued in

numerical seouence? [X Yes ü t¡o fl n¡a Remarks:

t 9. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 2664,
lìrediî ltlemo - Non- Eouioment?

lX Yes INo Xvn Remarks:

20. ls the STD 439, DisbursementVoucher, properly
arfhnrizod anrl r:nmnletec! lo suooort exoendilure? X Yes [-l tlo I-ì Nl¡r Ren-¡arks:

21. Are the CHP 264, Petty Cash Replenishnrent
Requests, cornpleted at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
ficeal vear?

X ves üNo l-l nn Remarks:

- 22. ls the CHP 264 properly authorized?
Yes l-J No N/A Remarks:

23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
chanoe funds?

Xlves nNo f,vn Remarks:

24. ls there docunrentation to supporl periodic reviews of

ryi^1'j^î i9 :13,1s^'^ J:: 1'- l""ii' ed b v t h e ffi ves I t'lc,
iDntn

Remarks: Quarterly audits bY

executive officer.
I--..........,,.--¡.--l---shli

iqu _- -l [*ves I

(;t.t':600(; lltov oÍ.0t1) of'l l)10
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

26. Were change funds used to cash checks, money
orders or cashier/travelers checks?

27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vauit, or money chest
adequate to saþgqa¡d cash?

28. Are all petty cash purchases under $50?

29, ls petty cash used to purchase proh items?

30. D¡d the command circumvent the dollar limitation by
inq the ase?

31. ls a petty cash custodian designated by the
commander?

Remarks:

Remarks: Office SuPervisor, AreaX Yes

cr{r) ßtloc (lìcf Ofl.(xl, oPl 010



STATE OF CALIFORNIA
DEPARTMENÏ OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Caf-Card Program

Page 1of 2

u0mman0:

San Jose Gofden Gate
Numþer:
340

Evaluated by:

C.J. Wavne. 11167
uale:

1212412008
Assistecl byì

Suito, Tsuda, Medeiros
Date:
12t2412008

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicaled. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspeclions shall be commented on via the'Remarks" section, Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Fulhermore, the Except¡ons Document shall include any follow-up and/or corrective action(s) laken. lf lhis form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficienl items need to be re-inspected,

OF INSPECTION

n Division Level

n Executíve Office Level

X Command Level

! Voluntary Self-l nspection

Record forms maintained
file for each vendor

Follow-up R
X Yes

uired:
No

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are allemployees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnterest Sta form?

2. Are STD. 21 Drug Free certifications
maintained within the Cal Card command file for
each vendor utilized?

a Are STD. 204 Payee Dala
in the Cal Card command
utilized?

Are California lntegrated Waste Management Board
Form74 documents maintained for each vendor
utilized?

5. lf the vendor is a small business or DVBE is utìlized,
is the certification letter from the Department of
General Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justifled?

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits?

Does the CHP 317 CalCard Log fully describe the
purchase?

Are bank statements reconciled with the CHP 3'17
Cal Card Log and the receipts/invoices?

B

I

Lead Inspector's Signature:

Follow-up lnspection Commandefs Signature:

Remarks: Area had not implemented
new polícy regarding the 7BS

Remarks:

Remarks: Only maintained for Area
vendors. Some vendors are
established from a Statewide level.

Remarks: Each vendor file does nol
contain the Form74, Area will need
to follow up with each cal card holder

CHP G80D (Rov 09-08) Oltl 010



STATË OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIG]jWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 2 of 2

10. ls the CHP 317 Cal Card Log properly authorízed
and maintained? X Yes fl tlo ! N/A Remarks: Each Cal Card holder

maintains lheir own file,

11. Are credit invoices/receipts for returned items
maintained with the bank statement? X Yes fJ l.¡o ! N/A Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement,

X Yes ! l.to !run Remarks:

13. Are Cal Cards maintained in a secure area?
X Yes l-l tlo N N/A Remarks:

14. Are CalCard purchases pre-approved by the
commander? X Yes nNo n ¡l¡n Remarks:

15. Have all cardholders received training on the
Depa rtment's procurement processes? X Yes nruo nnn Remarks: Woufd like additional

training on new policies and
orocedures.

16. Are item(s) purchased with the CalCard prohibited
by departmental policy? ! ves XNo ! ru¡n Remarks:

cHP 6BoD (flev 09.00) oPr o10



.Stats of Câ li l(,t'tti¿t

Menr0randum

D¿lte:

J'ti:

Flonr:

File No.:

Sub.ject;

IJusi rrcss.'l'r'rt nspo rtaliort ¿¡ rttl lJot tsi ¡t g r\gcttcl

À4a,r' [ì, 2()08

Cìol den Gatc I)ivisir¡n
Attention: Chiel' Cathy Sulinslij

DE I',AT{T]\{EI{ T OF CA I,I FO Iì]{IA II I GI-I \\/AY P AT'II O L
San .losc'Area

340.1t)67.121|c)

D]\/IS]ON FOCUS - N4AY 2()()8

As lec¡uested in the Alea Commauders mernol'anduur fi'o¡l Golden Gate Divisio:r datecl Janualv
28,20()8, the Íbilou'ing is the San.lose Area's lesponse fol the cljtical furicfion fol May 2008,

ARBA FUNCTIONS INVOL\/ING FINANCIAL ACCOUNTING ANÐ PROCiISSING
OF CHDCKS AND CASH

The San Jose A¡ea continues to ¡laintain strict oversigllt over ailfiuancial transactions tÌu'ough a

system of audits as set fcrfth belou,:

'l'he .Ar'ea's petty cash fund recejves uuannounc;ed auclits b¡, 1¡,. Aclnlinistl'ative Ljeutenanl a1

Jeast quarterJy. Duling these audits, the anioulrl ol'mone¡,ou hancl is baìanoed and expenditules
at'c conrpared to tire S'l-D.439 form. A nrenroranclnur shclrving the resuh.s of these audits is

¡rre¡rarecl lbr t].r e cornrr au der'' s revi erÀ',

'l'he weekl¡, lrarrsnritt¿rl (Cl-lP ?30 fcrLnr) is pre¡ralecl al tlle clcl.se of bnsiness eaoh'J.'hurscìa¡'ancì
trans¡litlecllo J:'iscaj It4anageme¡rt Sectjon each ljlìda¡,. Priorto Jeavingthc: Sar.lo.se Arca. 1he

Conlnandel'ol Aclministl'ative I-,ieutenant ar"rclits arrd approi,es the ll'ansnlittal. J'hc auclit consists

of vel.if),ing, tller nr<-lnie.s recejvecl (cliecksinlone¡,orders/ca.sh,¡wìth 0oLtnte,.r,eoeipts ol'cel'lifjca[es
issuecl. Tliis allor,rnl js then verjfiecì against the totals ou tlrc transnritlal Jb::rn. Counter receillis
arc pelioclically audited to onsure that they ¿rre issuecl in nuncrjcal ol'del u,itb :ro missing
rcoeipts. Cjc:'tilìcate nilLL¡bcrs issuecl ale Doted on the tl¿rnsniittal ancl conr¡ralecì r,,,jth the rLttttLing

ìog (Cl-lI'295h lblm) to both ensut'c thal alJ ccrtiJisates arc jssue.cì in nurne:'ical o:'cìel ancì thal thc
amounl.s 1o¡' c¿rclL c,eflificatc nratc,hes thc anou¡rt <ln the tlansnrittal. Ccnif r<;¿r1es ale also
r'¿ulclonll-t'ohecked to eusLllcr lllgr¡,ale nrajlrtainecl i¡t ¿r scoure localioll, AIJ pelscltrirel involvcd jll
the hanclling ol'rrrone.r', certificates crlrocci¡lts; are colltilrualll l¡'¿¡i¡i:cl ancl hcJcl acoot.ultaL¡le t(' the

S n l et v, S c n, i.<:a, o.n.d S t:.t: Lt r i tt



Sfate ol'C-slifornia

Memorandum

Date:

l'o:

From:

File No.:

Subject:

Busincss, Transportation a¡¡d Housing Agency

Ma¡'30,20.08

Golden Gate Division

DEPARI'MENT OF CALIFOIìNIA I{IGTTWAY PATIIOL
San Francisco Area

33s.t2544.A8904

DIVISION F'OCUS - MAY 2OO8

EVAI.UATION OF FINANCIAL ACCOLINTING AND TRANSÄCTIONS

Utilizirrg Highway Patrol Manual 1l .1, Adntinislralive Procedures Manual and l-Iighway Patrol

Guide 22,7, Area Resources Managemenl Guide, The San Francisco Area has reviewed and

evaluated the frnancial accounting and transaction practices for compliance with departmental

policy.

'lhe Area has a system in place, which involves two levels of accounting and reconciliation
procedures prior to final approval by the Area Commander, This includes; r'eceipts f'or asset

forfeitures, school bus certificates, subpoenas, petty cash, miscellaneous sales and the sale of
reports. Area has ensured all transrnittals are strbmitted in a timely manner, including the

processing of the CllP 467, Billing Memorandutn - Reimbarsable Services, Additionally, a

random audit is conducted on the dail¡, ¡¡unructiou sheet, petty cash Iog and the CI-IP 230,

Transmít:tal Record. Moreover, all Public Recolds Act requests are documented on the

CI-IP 520, Area Public Records Act Request Log, and a copy is submitted quarterly to Fiscal

Management Section for review,

Accordingly, the Area lnaintains stlict accountability consistent with departmental policy aud the

procedures in place to ensure accurate record keepirig and the tinrely submission of applicable

reports.

to"^,e <1--
PAUL FONTANA, Captain
Clonrntauder

CHP 51WP (tìov 1l-80) OPl076

S(fety, Serví.ce, ønd Securit¡t



Memorandunl

Date:

To:

Frorn:

File No.:

Subject:

ard Area had a conrple(e auclit conducted by the

lr4anua[,

There \Ä¡ere no discrepa'cies fou'd c.r'ring the crrapter' 3. and 4 at¡dits and the Hayu'ald Al'ea r+'as

provicled with severai,ãiuurrre suggestioñs to impiove the commancils efflrciency b1'the a'clito'

fr.om trie office 
"f 

l,ì;p;;ii;;;;, sñãutd y",,1ì^.',,ry cluesrio's, please conracr r'e clirect au1'time

Iì, F, LllAL, CaPtain

Courmatlclet'

Attachrltents

Jantrary 7,2009

Golcle¡r Gate Divisiou

DEPARTMENT OF CALIFORNIA IIIGI{WAY PATI{OL

Hayward Area

345.1 I 329.09-002

CHAP'|ER 3 AND 4 COMMAND AUDITS

CHP 51V\P (rlev f1'80) OPI 076

Sofety, Sert'ice, and Securit¡t



ST.ì : Of C¿ut=ORtllR
DEf ,.Î,TMENT OF CALIFORNIA HIGI{\,VAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
:=============::===:=====-==::==========================:-:==:==:==Æ======:===:===
INSTRUCTf ONS: This ðo.cument shall be typed. Check appropriate boxes as necessary, or fillin the blanks as indicated. Enter the chapter
numbor of lhe inspection in the Chapter lnspection ntrmller,' Uilde¡ "Forward to:" enter tÉre next level of conrrnand where lhe docunlent
shall be routed to and its due date. This document shall be utilized to document irrrdrr uEruut€utoanollsoueoale. lnlsOOCUmentSlìall þeUtil¡zedtOdocumentinnOVativepraClices,sUggeStiOnSforStateWide
improvement, identifled defìcierlcies, corrective acliorr plans, and may be used to appeal findings, A CHp¡1 Mernorandum ma'
additÍonal is required,

appeal findings, A CHP 51 Mernorandum may be used if

TYPE OF INSPECTION

n Division Level X Command Level

f] Executive OÊfice Levef

Fonruard to:

n Corrective Action Plan lncluded

! Appeal lncfuded

X Attacnments fncluded

Follow-up Required:

I Yes X t'to

r's Comments rdínq lnnovative Practices:
As a relatively new commander in the Area I wás nappy to see
documentatíon were in compliance with departmental policy.

that Cal-Card purchases and

Cornlrand.Suggestions_ fo¡Q{alewide lrnprovement: ------l
None

spects of the Cal-Card program. The Coordinator
understands policy and knows the restrictions and purchase levels.

CllÞ GBO¡\ {ReY 0g-0C) Oltt C10



ST/ -i OF CALÍFORNIA
DEP,.RTI\,l E NT OF CALIFORN lA l'l lG IJWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Conlmand:

Havward
Golden Gate Chapter 3, Cal Card

Prograrn

lnspecfed by:

Captaín Ruben Leal
DâIe:

11/06/08

Commander's Response:
Commander was inspector.

@-__-: ---*-_*"_:--_':---l
As a prelude to the Command Audit that was conducted by the Office of lnspections, rnanagement
conducted Chapter lnspections on severalfunctions including the Cal-Card Program, Based on the
inspector's findings and the feedback the commander received from the Auditor, I believe we are fully in
compliance.

Corrective Action Plan/Timefine: N/A

Çl.lP 6('ôÂ (Reì ofr.(Lq) OPl0lA



STrì r,.ú: OF CALI F ORNIA
DEP¡II{TMENI OF CALIFORNIA HIGIJWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Comnland:

Havward
Golden Gate Chapter 3, Cal Catd

Progranr

tnspected by;

Captain Ruben Leal
uate:

11/06/08

I Revíew/Decis¡on: This shall be the

CllP 680rr (Rcv 09.C$j OPI tlû



STATE OF CALIFORNIA
DEPARTI\4ENT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Comrnand Procurements
Cal-Card Program

Page 1of 2

Command:

Havward
GOLOEN GATE Number:

Caotain Ruben Leal
Dâte:

11t06108

Seroeant David Corona
Date:
1 1/06/08

INSTRUCTIONS: Answer índívidual items wíth "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal stalues, or deficienoies noted in the inspectlons shall be commented on vía the "Remarks" section. Additionally, such
discrepancios andlor deficiencies shalf be documented on an Exceptions Documenl and addressed to the next level of command.
Furthermore, the Exceptions Document shall inctude any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-ttp

TYPE OF ÍNSPECTION

! Division Level X Command Level

Ü Executive Office Level n Voluntary Self-lnspection

Lead lnspector's Signature:

I

l:=1 Ä-k
Follow-up Required:
ll Yes X tlo

l_l Follow-up lnspection Commandels Sìgnature'"*V--''- ''
Date:
01/07/09

For applicable polícy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 7BS, Conffict of
lnterest Statement. Emplovee. form?

X Yes üNo n ru¡n Remarks:

2. Are STD. 21 Drug Free Workplace certifications
maintained withín the CalCard command file for
each vendor utilized?

X Yes nruo lun Remarks:

3, Are STD, 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

fi ves ! tlo x N/A Remarks:

4. Are California lntegrated Waste Management Board
Form 74 documents maíntained for each vendor
utifized?

X ves I tlo nrun Remarks:

5. lf the vendor is a small business or DVBE is utilized,
is the certifícation letter from the Depaftment of
General Services maintained in the file?

X Yes nno Dvn Remarks:

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

X Yes nno X ruln Remarks:

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? n Yes XNo ! ru¡n Remarks:

B. Does the CHP 317 Cal Card Log fully describe the
purchase? I Yes lruo ü ru¡n Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receiptsiinvoices? X Yes lruo T N/A Relnarks:

Cl{P 6B0D (Rev 09{8) OPI 010



STATE OF CALIFORNIA
DËPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 2of2

10. ls the CHP 317 CalCard Log properly authorized
and maintained? X Yes n ¡lo n N/A Renrarks:

11, Are credit invoices/receipts for returned items
maintained with the bank statement? X yes Druo nrun Remarks:

12, Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

X Yes fl ruo ! ruln Remarksr

13, Are Cal Cards maintained in a secure area?
X Yes [-l ¡lo ñvn Remarks:

14. Are Cal Card purchases pre-approved by the
commander? X Yes nruo n ¡lln Remarks:

15. Have aff cardholders received kaining on the
Department's procurement processes? X Yes Xruo nrn Remarks:

16, Are item(s) purchased with the CalCard prohibited
by departmental policy? ! Yes X tto ! N/A Remarks:

CllP 0800 (Rev. 09{8} OPI 010



. STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.IWAY PATROL

COIVIMAND INSPECTION PROGRAM
EXCEPTIONS

<\
-\-. ./

CHP 6804 lRêv 09{t) OPt 0t0



sínrr op.cnr-rFoRNrA
DEPARÏMENT OF CALIFORNIA HIGI-ÍWAY PATROL

CO|1íMAND INSPECTÍON PROGRAM
EXCEPTIONS DOCUMENT

:====:==============:====:=====+:=====:===:====:::=::==:::==E====:=:::===::==::==

INSTRUCTÍONS: This document shall be fyped. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapternumber of the Ìnspection in lhe Chapter lnspeotion numOei. Under "Foward lo:" enter lhe next level of command where the document -

:j:ll^?,::1{:qj:jilltt *9 d1]9. rhis dobument shall ue utilizeã to ãocumenr innovative practices, susgesrions for starewide

ïï,?::i::!11îlrÍ:9.9:lcienci s, corrective acrÍon prans, ;;¡ñi b;;;;'i; äËi;;ãirrsi:; bïËäili.ioi,i,jiñï;y be used iraddítional

Command:

Havward
Division: Golden Gate Chapter:3, X-Number

Prograrn

lnspected by:

Poornima Deo, OSSI
DAte

11107t08

TYPE OF INSPECflON

fJDivision Levef X Command Level

fl Executive Ofiice Levet

n Corrective Action Plan lncluded

I Appeat lncluded

n Rftachments lncfuded

Folfow-up Required:

I Yes X tlo
Due Date:

ln s Comments Regarding lnnovative practices:
lnspector found that dep-
numbers on only three occasíons during 2008 and policy was followed,

Area utilized X-

Command S
None

s for Statewide lm

During the audit which several tips
improving our current system, but was found to be over gg% compliant.

lns

on

CliP 6804 (Rov 09.08) Opt oto



STATE OF bALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-{WAY PATROL

COMIVIAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:

Havward
Division: Golden Gate Chapter;3, X-Nurnþer

Program

lnspected by:

Ms, Poornima Deo, OSSI
Date:

11107108

Commander's R
Commander directed the audit be done prior to the complete command audit which was going to be
conducted by the Office of lnspectíons. Commander was very pleased with the command audit. He
worked closely with Ms, Deo as a way to learn the functions of his new Area, He also met daily with
auditor from the Office of lnspections for daily feedback and other improvements that could be made,

lnspector's Comments:
lnspector is very comfortable that deparlmental policy is being adhered to regarding the X-Number
Program. She has a lot of confidence in the Area coordinator's knowledge of the program and
departmental policy,

CHP 6804(Rev 09.08) OPI 01o
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OËPARTMENT OF CALIFORNIA HIGI{WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMËNT

Page 3

Command:

Hayward
D¡vision: Golden Gate Chapter:3, X-Number

Program

lnspected by:

Ms. Poornima Deo
Date:

11107 /08

CHP 6804 (Rev 09-00) OPt 0i0
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årnre ol', cALrFoRNrA
DEPARTMENT OF CALIFoRNIA HIGI-I\,VAY PATRoL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 1of2
u0mmand:

Hayward
Divis¡on: Number:

Evâlualed by:

Poornima Deo
Date;

11107t08
Assisted by:

Seroeant David Corona
Date:
11t07t08

-======================:====___=:================::::INSTRUCTIONS: Answer individuaf items with nYes" or "No" answers, or fìll in the blanks as indicated, Any discrepancies with policy,
applicable legal statues, or defìcíencies noted in the ínspections shall óe commented on via ilre "Remarks" lecüon.' Additionallyj sucír'
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command,

lllPill:|.:tlF"F,i^::.qryf-t ?99:1911 
shall include any folfow"up and/or corrective action(s) raken, rf this form is used as a Foltow-up

Þgð q¡all be marked and_onty deticient items need to be re-inspected.

TYPE OF INSPECIION

I Division Level [tCommand Level

! Executive Offíce Levet I Voluntary Seff-lnspection

Lead lnspector's Signatu re :

P*r---r.-^^t?(-'
Follow-up
llYes

Required:
X ¡,lo

lJ Follow-up fnspection Date:

\lt/a e
For applicable policy, refer to; HpM 1 1.1, Chapter 23

1. Are muftiple X Numbers awarded to the sarne vendor
to circumvent the g4,9gg contract fimit? ! ves Xruo []vR Remarks:

2. DoesaltXNumberr¡effi
STD. 204 Payee Data Record? X Yes [ruo [] ru¡n Remarks:

3. Do X Numbers requiring a contiãct (r.e.Fnltorial ø
landscapíng) have prior approvalfrom the Business
Services Section commander?

X Yes nruo n N¡n Remârks:

4. Are X Number requests made prior to the date the
services are performed? X Yes nruo n ru¡n Remarks:

þ. Are /( Numþers issued for a one-time use?
X Yes [-'l ruo [-l rurn Rertarks:

6. Are prohibited services per-formed using arr X
Number? ! Yes Xruo fI ru¡n Remarks:

7. Are X Numbers used for the proarrement of a
servÍce and not the purchase of a commodity? ffi yes Druo [] ru¡n Renlarks:

B. Are X Númbers issued for teiecon¡nrun¡cations
related seruices pre-approved by
Tef ecomm u nícations Section?

n Yes üruo X ru¡n Remarks: We do not utllize

9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over g 1 ,000
have prior approval from Facilities Section?

X ves []No n ru¡n Renrarks;

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

X Yes nruo n ru¡n Remarks:

Cl1P 6008 (Re\.. 09-08) OPI 010
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STA'IE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIíWAY PATROL

COMMAND INSPECTION PROGRAM
INSPÉCTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do all X Numbers awarded to a non-small business
vendor contain three price quotations? X yes n ¡lo üvn Remarks;

12, Do allX Numbers awarded to a small business
vendor contaín the smafl business cerflfication from
the Department of General Services (DGS)?

X Yes fJt¡o Erun Remârks:

13. Does the fíle documentation contain the STD. ã
Drug Free workplace certification for X Numbe¡
vendors?

X Yes ! ¡to E rule Remarks:

14. Ðo emergency service X Numbers document and
justify the emergency? X Yes !ruo E ¡¡¡N Remarks:

15. ls the itemízed invoice for each X Number service
maíntained in the command's files? X yes nruo !run Remarks:

CHP 0B0E (Rêv. 09.08) OPI 010



s.r. ATtj,oF çALt FORNTA
DEPAR MENT OF CALIFORNIA HIGHWAY PAI'ROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

'Öiv¡sio[:-^----*-l 
õ,ì.ptei:î--0,ñüä,.rd'i

HaVWafd I GOlden Gate I Procurentents i

-::":.-:-- lj I con1racts-.-- |l'ìspected-b¡- --** --. Datèl---"-*** - |

Serseant D,H. Corona #15553 | ltOltZOOg I

::====Ë:c=======-==:======E=E-=====-=:=L=:==-::==:=:===========:i:::=:--===:=rì.:::-j=:E:-:-:Ì::===

INSTRUCTIONS: This documeni shall be typed. Check appropriate boxes as necessary, or fill in lhe blanks as indicated, Enler the chapler
number of lhe inspection irl the Chapter lnspection nunrber, Under "Fonvard to:" enter tlte next level of co¡nrrlalld where the docunlent
shall be routed lo and its due date, This clocuntent shall be utilized lo docunrent innovative praclices, suggesliorrs for statewide
improventettt, identified defìcierlcies, correclive action plans, arrd may be elsed to appeal finàirrgs. A CHPbI Melllorandum nay be usecj if
addilional space is required.

TYPE OF INSPECTION

I Division Levet X Command Level

! Executive Office Level

I Corrective Action Plan lncluded

! Appeal lncluded

I Attacnmenls tncluded

Follow-up Required:

!yes Xruo

Current practices and procedures

Forward to: Date;

'llro'i

lns

Due Date:

Çpmg"lþ-Beg_ar![s_]u"g_vdlys_PJaq{cqs,

are ¡n fult compliance of departmental policy.

-tõis:elewrs-.J"|ìrpl.-L

None.

I lnspectort"f¡nO¡---

Based on my audit of the Area's Command Procurements Contracts, I concluded current protocol is
within departnne ntal policy.

__i

CllP 680 tlì€v 09.0e) QPI Oîû



S,TATF OF'ìCALIFORNIA
DËPAÑIMENT OF CALIFOfìNIA HIGIjWAY PATROL

COMMA,ND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Hayward

Based on this inspector's audit, along with the findings of a recent audit conducted by the Office of
lnspections, I arn confident Area is in full compliance.

lnspected by:

Commander's

Corrective Action Pfan/Timeline

CliP ê8C¿ iRar C9.LìEì ôt>l CîC,



. s-TATb' "îË".CAL TFORNtA
DEPARTMENT OF CALIFORNIA HIGI-{!l/AY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Golden Gate

lnspected by:

Sergeant D.H. Corona #15553 1t07 tjg

Commander's Basis for

I

I

I

:l

Responcling Comma¡rder's

CllP ti80^ ilìc\ ÛS-0ôi Ol)l CiG



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI{WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1of4

Division:

Golden Gate
valuated by:

Se D,H, Corona #15553

R.L. Leal #11329
:===:=====::l=== 

-- 
_ 

----.*=====r:==:=;=:::=æ========:_:====_eÈ:=j3=-==;:_:::==__=::=l:=_::=

or fill in the btallks as indicated. Any discreparrcies with policy,
e cornmenled on via the "Remarks,'section. Additionally, such
ls Documenl and addressed to the next level of corlnrand,

ììand:

Havward

Assisted by

Captain

TYPE OF INSPEC

I Divíslon Levet

Ü Executive Office Levet

Foflow-up Re

Lead lnspectot"s

X Command Level

I Voluntary Setf-lnspection

qut

X
red:
No

- 

J-_-i-r o t I o w: u p hr s pãCti o n

t___Yes

For applicable policy, refer to. HpM 1 1.1, Chapter ZZ

1. ts a cHp 78 õontrãct nöîuest uled iö iniiíã-re;ii"*
service contracts which are repetitive, regardless of
the estirnated dollar value?

2. lsa Þ 7 s"contiä-cl Req uest"Gãcjlõr oË:iìì¡ e^*-
servrces exceedirrg $4,999.99?

3. ls the Offíðãõr errìnary rnteTäit topU-tracr-¡nçi--- 
--

ffi ves ll ruo

ffi ves l]ruo

f] ruln i Renrarks

! ¡l¡n Rellrarks

I

I

I

I"---l

I
---l.l

¡

I

the requesting command
sed, followed by 'CP" fOr
the CHP 78?

¿. lð trre pJitorma-nce or coriiiact servlóeJ monito-red
and documented?

5, Are atlcopies-f èorrêèponõence-ùjth the veñdõ;---
rnaintained?

6. nre letters rõr con¡aöìs ooð-unrenièãind anañiãñed
which outline any problents related to substandard or
non-performance of tlre vendor?

7. ls the final proitõi to Oe ciäiivereîoescr¡oeo
specifically and in as much detail as possible in the
QHP 78?

B. Are a I I ré q u ¡ rir lêveÈ õr-a dþ róîa t-ß iiina tlr äo-o-lalîêij,
including the required documentation and approvals
for expedite and emergency contracts per llpM 1 1..1,
Chapter 22, before foruarding the CHp 78 or CHp
784?

[X Yes [J t'lo Ll ru¡n lìemarks:

fJ tlo n ru¡n Renrarks:

[] tlo fJ ¡ln Rertrarks

Yes

CllP CSOF tlìê7 09.0U, QPt gîç'

E Yes



STATE OF CALIFORNIA
DEPARTMÊNT OF CALTFORNfA HtGm,VAy PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Cornmand Procurements
Contracts

9. Are requests for contract services léìs fìan s¡t

Page 2of4

E NiA Renrarks: Have not had any.months fiom the anticipated starl date of lhe contract
pre-approved by Assistant Cornmissioner, Staff, for
expedited processing?

nruo

I
I

l

I Yes

10. ls all work completed and accepted by the
Department before expiration of contract agreement?

11. Are contract services performãd accoidtrìg tb-the
quality, quantity, objectives, timeframes, and in the ffi ves !ruo
manner specified in the contract (e.g., review
progress reports and interim products)?

12. Are invoices for payment rev¡e,weO anO ;pprõËd to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes

1.3. Are contractffiènsu'€ Ûiere
are sufficient Lunds to pay for all services rendered
as required by contract?

X Yes fJ l.to fJ rurn

14. Does the requestor verify the contractor has fulfilled

I Yes []ruo !vn

',"'-_.*---*.1

all requirements of the contract before approving the
final invoice?

I S, lstne f¡nai ¡nvõice ldentitreO anO ffi¡öved,ã;
appropriate and forwarded to Fiscal Management
Section for payment?

t o. nre a [-a pp tr'ca tü J rorm"bectrdì-s olrhe*c H Þ-7ö -=-
conrpleted?

tZ. Oo erneigency cöntraì:ts?ocuñìent anä-.ius tVã
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or irnpairment of tife, heatth,
property, or essential public seruices?

rB. Arê ãiiemptovees assoc-i ine mañã-gerneäl
of a contract completing the CHP 7BS, Conftict of
lnterest Statentent, E rnployee, forrn?

nrun

fl ¡lrn Renrarks;

Renrarks: 
i
I

I_-"--j

ffi Yes

fl ruo ll N/A

ffi ves Dwo ü rurn Rerìlarks:

19. Are problém- ðõrrcerning ttre ðõntractci;'s 
---------

perfornrance fully documented in writing and made a X Yes..''',..'''v

I part of the contract manager's contract file?
I
L_-..*-

I -t0. Are coìitract äñètnomeñrlequèìt dolâr ámôünrs--
L-*_ iry¡gggeq-¡¡ore rhan 30yo?

CllP ê8Cf (lìcr 09-061 Cl,l 0í0
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMIVIAND INS PECTION PROG RAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 3of4

rks

üruo X ¡¡¡N Rema

!No Xvn Re

!ruo X ¡l¡n Rcnra

! ¡ro Xvn Renla

Are uatttornta ljepartment of J
Federal Bureau of lnvestigation

the following types of agreeme

(1) Avionics Maintenance and R
(2) Helicopter Me¡ntenance and
(3) lnsfructor Services (on-site)
(4) Janitoríaf Services
(5) ConsultingServices

{]ruo ü N/A

ls a dflver lice.¡se.check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarn and Fire Alann Moníloring
(2) Canlera Maintenance aôd Repair
(3) Carpetlnstallet¡on
(4) D¡esel Generator Maintenance arrd Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(?) Fire Extinguisher Servíce
(8) Garage Door Maintenance and Repair
(9) Graphic Arls Equipment Maintenance and Repair
(10) Heating, Ventilalion, and Air Conditíoning ServÌce
(1 1) Laundry/Linen Service
(12) Q{fice Machine Maintenance and Repair
(13) Painling Services (interior ol facitity)
(14) Plunrbing Services
('15) Scâle Mainlenance and Repair
(16) Steanì Cleaning Services (Carpst, tìol scates)
('l 7) Telephone Services (cetlutar, sälell¡te, and regular)
(18) Television Equipnrent Maintenance anct Repair
(19)Unínterruptible Porryer Supply Maintenance and Repair

X Yes n ¡lo ü N/A Rer

I

I

I

I

I

I

I
I

I

I

I

Rernarks:

CllP G$Olj rlìc', O9.05rOPl îrG



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAN D INS PECTION PROGRAIVI
INSPECTION CHECKLIST
Chapter 3, Comrnand Procurements
Contracts

Page 4of4

ks: We keep a lrinder f¡le

27.

Commander review?

28. fs CSU advísed þy the commanO tô Oetè
adverse information discovered is grounds fo
canceling the contract (i.e., adverse driver licr
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

30

29 Are all invoices, records, and relevant doC
maintained for Lhree vears after the finat
the contract?

f s a log sheet rnaintained fot a drdrt of a
related to the contract?

31. ls a comÞuter file øeËarãc ør altðontracG
administered?

32, ls a spreadsheet prepared listing all expenditures

s3. fs the notifìõatron iö t¡re có-ntracto;-Aoclil¡ent
the starl date for services to begin?

34. ls the contractor contacted to deterrnine if
have been received in order to oversee the
completiorr of tlre colltiact?

35. Do consultant services contracts of $1,000
contain detailed pedornrance criteria and a
for perfonnance? (SCM Vol. t, Ch. 3, Sectio

Does the coniiãct fite contäin ilre Sîo ¿

Evaluation form for consultant contracts?
(SCM Vol. f, Ch. 3, Section 3.02.S)

37 Does Contract work onty begin after apprc
finalcontract? (SCM Vot. 1, Ch. 4, Sectior

solre th'ä-reqTiir;men-ts for Govenìrñ;t có¡
19130 (a) or (b) documented and justified
personal service contracts? (GC 19130 &
Ch 7. Section 7.05)

3 9 -q r e a n y 
" 

co n t ri c t-p a V rn è r' ts nn-O e pr i o i-t òth e f m r

approval and execution of the contract? (SCN4 Vol. l,

-__çh å qqeji.oftqgj

Renrarks:

óþ

X
i

'
I

ns I XYes fJ tlo I Nln Renr

[ruo [ rule

rcurïentation I

payrnentof lXy.t Druo n N/A

[J ves üwo ! NiA Remarl

! ves Xi tto ü N/A I Rernar

?

flYes Xruo fl ruln i lrenta

nted for

X Yes IIJ r.lo

____i
f--] rrrn I Renlarks:

all invoices

u or more
a schedule
,ion 3.02.1)

ffi Yes !lo

fJ Yes l-l ruo

Contractor
I Yes !wo

SCM Vol I, I

I
I

_._____.._t.
he final I

ôÂn \/nl I I

I Yes

n Ye

l_l No

f-l No

ClrP 68OF {Rev 09-08ì OPI 01G
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INSTRUCTIONS: This document shall be typed. Clteck appropriate boxes n the blanks as indicated, E¡ter the clìâpter
number of the inspectioll in tlte Chapter lnspection nunrber. Uirder "f:orwar evel of conlmarld where llre docunrent
shall be rouled lo and its due date. This docunlenl shall be utilized fo docul tices, suggeslions for statewicle
itìprovenrent, identified deficiencies, corective action plans, and nray be used to appeal fìndings. A CfJÞ¡1 Mernorandunt nray be usec1 if
additional space is required.

TYPE OF INSPECTION

I Dívision Level X Cornmand Level

n Executive Office Levet

! Corrective Action Plan lncluded

! Appeal lncluded

n Attachr¡ents lncluded

Date:Follow-up Required:

nves Eno

Forward to:

\["¿f u1
Due Date:

lns r'sCgJgenþ_B3gg¡d jnllggJelryg_?nçliçgs_,__-.

Fiscal controls are ¡n pface and are being adhered to by Area personnel. Current practice and
procedures are within conrpliance of departmental policy.

l-qernfuq!@*r* 914!efryr Ag I r¡p_ro ve m e n t :

None.

Area has collsistently demonstrated fiscal accountabifity by following policies and procedures.

I

cl{|, €ê0/\ irìer ùg't8i o!¡t .31tr



sTA'iE OF'Cru-trORrun
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:

Havward
Divisíon:

Golden Gate
Chapter: 4, Fiscal
Controls

fnspected by:

Serqeant D,H. Corona #15553
Date;

1t07t2009

Commander's Res

Based on this inspector's audit, along with the findings of a recent audit conducted by the Offíce of
lnspections, f am confident Area is in full compliance.

CllP 600i\ (Rev. 09Og) Olrl 010
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DEPARTMENT OF CALIFORNIA HIGI.IWAY PATROL

COMMAND INSPECTION PROGRAIVI
EXCEPTIONS DOCUMENT

Page 3

Chapter: 4, Fiscal
Controls

Dale:

1t07109

Commander's Basis for Appeal:

Lôp¿.el-R"*v.tgy/"o-sqr9!9-n:-g¿i"-ltell! e-gee!.!y-l-e!e{-gLsrp.s,0.'
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STATÊ OF CALIFORNIA
DEPARTMENÎ OF CALIFORNIA HIGI.IWAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls .9-eÆgfl|? H.,.Çorona #1 5553

Assìsted by:

Page 1of 3

Date:

1t0712009

Gate

Captain Leal #11329
Date:

1107t2009

INSTRUCTIONS: Answer individual items wilh'Yes" or "No" answers, or fill in lhe blanks as indicated. Any discreparrcies with policy,
applicable legal stalues, or delìciencies noted in lhe inspectiorls shall be comnrellted on vía the "Remarks" section.' Additio'a¡y, suchdiscrepancies and/or deficiencies shall be documentedbn an Exce¡ltions Doct¡rnent and addressed to the next level of conlmarrd.Furthermore, lhe mernoralldun''ì shall ¡nclude any followup and/or corrective action(s) laken. lf tltis fonl iis used as a Follol-up lnspeclion

Command;

the "F lnspection" box shail be mart<ed and only deficient items need lo be

TYI'E OF II,ISPECIION

fl Division Levet

n Office of lnspections

Follow-up
Yes

For applicable
Manual (SAM),

Lead lnspector's Signature:

-l

I

X Comrnand Level

! Voluntary Self-l nspection

ton
Date

policies, refer to State Administrative
: /a iiL

HPM 1 1,1, Chapter 4, and HpM 11.2,

collections?
ffi ves I tlo

ffi yes nruo

[] Yes !ruo

Yes

üruo

_ - te rgt ytru_e n-q figigllrs 9_o-l!99!!_ols.?_3. Does the comnrand have adequate separation of -_ -

duties for collections received?- 4 Dõããîñe co m mã nd 
"havta 

deq u are s€;þã-ritioìì^or

for overall rnanageÌnent and accountability of

_.*__q-ccgr?___Z Was tlrelockrom l, i na t¡o n õña n g ed-wne rîã n e, xce sã-
number of ernployees were aware of the
combination, transferred out of the Area, or no longer

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guÍdelines

__ .ie-qúeq.access?
B. is Èñã safe secüely alicnorea to ilrê br.rliiñgt-

e. Are wéekiy tiáñsm[iaT;tÈbdðïepareã iiì
accorda rlce with departrnental policv?- 

1 o 'ts iiË weë k I 1, và-n #r,=ttã7e por(ã iiíi o,n äteo üo F isca I

Management Section (FMS)within fÍve working days
þ! o.WJ!g_! h ç .W 

q 
9.b_99 

yq rcg_Þ¿j[e¿qpq4 ?

duties for the cash receipt orocess?
s.-^t,saðcess tô"the safe ãnã7ì;r vãult apprõpnatety --

restricted? I Xlves
é. Ooes a recorO eiimwr;rcn 

'oentrrre; 
w-ho hä acce

+^ th^ ^^J^ ^^Åt^- I o- .,to the safe andior vault and when changes in access i [X V.t

-D

-E

X

Cl-i¡> GBOG (fìE/ 01-Cer OFr ûrc

Yes fl ruo



STATË OF CALIFORNIA
DEPARTMENT OF CALTFORNTA HtcHì/VAy PATROL

INSPECTION PROGRAM
Chapter 4
FÍscal Controls

1 1. Does the command submii
with the weekly transmittal whe
(1) CHP 265, Sale of Discarde<

Batteries/Used Rotors.
Q) AHP 36, Evidence/property

(Unclaimed Property).
(3) STD 634, Absence and Add

Report, for jury duty,
CHP 221, Malicious D
CHP 464, Traffic Cont
Advance Deposit.

the counter receípt is
14. Was a counter receipt issued

deposit received?
15 Was a counler receipt issued

including the sale of discarc
used rotors, and other cash

lz. ls sáles tax addeA toìtemölhaGft

1 8. Are all cóun ter re-erpG"þre.-n urr*i
numerical sequence?

20

'19 Were transfers of counter receipt

Page 2of3

(4)
(5)

__ _!_e99ssely?___
tg. Ooes the commanã'-enswe ttlã rnformTt¡on wr¡tien

_ryl! e-] o-aq,g¡-{ 9p-e_c1 e !. e ve$_d i!qlfÐ?_
16, Was each counter receipt issued fonjãch s

between field commands repo
Credit Memo - Non- Eouior¡er
ts-ihe srD,isg, Disb-r'sË'"ent

_..__4I¡e!¿s9¡!_¿_çglplgtpg 19 "21. Are the CHP 264, Petty Cash
Requests, cornpleted at least
quarterly if under $10.00, and
fisrcalyear?

22. ls the CHP 264 property au

23. Does the total amount of cash
receipts in transit equal the tot

commander or desþ1¡ r d e .s19¡51t g|pg 
{_s 

o !
25. Are overages and shortages

._lq! d.s_E peí_e !19_llÞça I M a

__. _-____ çlt_aN r_ Iug.g z
Z¡. li tnère doðülentatron to *pp,

petty cash and clrange funds pe

rit the foflowíng forms
al when applicable?
carded Tires/Junk
t.
operty ReceipUReport

rd Additional Tirne Worked

)amage Report.
trolCost Fstimate -

fi Yes üNo [run Rema¡ks:

shortages prepared if
X Yes Druo Ll N/A Re¡narks:

the information written on

elq _e !E_l€s_tq!_e-?_ _ _
d for each witness fee

I ur., Druo [I N¡R Renrarks:

u No [l ru¡n Renrarks:

for each movie,

I *ru, No LJ

ü
-N4
N/A

Remarks

issued for each sale,
ded tires, junk batteries,
r received?

I Yes [] tlo Renrarks

that are not for resale?
Yes nruo l-l ru¡n Renrarks:

-nulrrbered and issued in
Yes No [-J rurn Rernarks'

rceipt books/ce rtifica tes
ported on a CHP 2664,
rent?

K Yes üwo L-l N/A llenrarks

ent Voucher, properly

9 "9gP_P_qIl_9r PgqLt qre ? l_! yes []ruo X N¡n Renrarks

sh Replenishrnent
rst monthly if over $10.00,
nd on June 30 of each

[Jves fl No fJ ru¡n Renrarks:

Renrarks:
thorized?

I Yes No I ru¡n
;h, receipts on hand, and
otal of petty cash and XYes I üNo Ll ru¡n Renrarks

ìenrarks

ìenlarks:

upport periodic reviews of
s performed by the
lerson?
föi-tne pettv ðaîn 

*-* -

1qg_e_¡¡qqlS_ection?

J ruln

_l ruln

Clif' GB06 (Ray ô9-03¡ 0f1l 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA I{IGI-WAY PATIìOL

INSPECTfON PROGRAM
Chapter 4
Fiscal Controls

-l
I____i

-.-l
-f

26. Were change funds used to cash checks, money
orders or cas hier/travelers checks? [-l ves XNo fl ru¡n Remarks:

zt. t\te cnange funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest

_agg_uel9l9_sgle_sss¡q_çes[._*
X Yes !ruo D N/A Remarks:

28. Are al petty cash purchases under $S0?
lX Yes n ¡lo l l ¡l¡R Renrarks:

29..ls petty cash used to purchase prohibited items?
ll Yes X tvo l-l ru¡n Renrarks:

30. Did the command circumvent the dollar timitation by
splitting the purchase? n Yes ENo N/A Renrarks

31. ts a petty cash custodian desÍgnated by the
commander? X Yes l-l ¡lo N/A Renrarks:

Cl'lP GSOG ins, 0!..0S) OPI 01c



Sf af c ol' Cir lifor'¡r ia

N1[emot'¿ìn(lunl

v^ ./ ,' :

llrsirre.s.s,'lì'a rrs¡ror(atiolr a¡r<l I{<lusing r\gcncl

Date:

llo:

Iìl'on'r:

Filc No.:

Subject:

.ìurrc 2,2008

Goldcn Ciatc Division

D EPARTIVI IINT O Il Cz\ LIFOIìNIA I{ICiHWA Y PATROL,
llal't1'¿1'¿ 4r"',

:i45. 13306. 14995

DIVIS]ON IìOCUS .. IT4AY 2()()S. IìINANCIAL ACCOL.INTAI3ILII.Y

As l'equested in flie Al'ea C-olllllaltclcr's nlemoranclunr lì'onr Golclen Cìate Division clatecl .lanu¿u.r,
2.5, 2008. {l1s f-l¡¡'11;¡¡d Area continures to cvahr¿rte contnland o.¡rerations. 'l'he l'oljou,ing i.s

IJa\,u,arcl Are¿r's respon)^e to the Dii,i.sion Focrrs f'or lt4a¡,2008, Fillancial z\ccorrntalrilitl,,

Duling the nlouth of April.l concluc.tecl a revic\r'of the Area's functions involving financial
accoutrtiug tlncl trausaclion ¡l'ocessir:g of c.hecl<s ancl cash. ¡\s a result clJlthe auclil, it rvas fbuncl
that the processes atrcl proceclln'es ¡^gt forth b¡' f he Area are.intact ancl inline u'jth CI{P ¡lolic1,,

All cot¡ltter recei¡lts and Caljfbniia S¡recial Dliter''s (leltific¿rtes (Dl-45'.s) issuecl ALe ¿rccountcrcl
llor allcl safrgttalclecl. All checks arcì pronrl:tll'encicllsecl ancl casll rcìceipt.s are leooncilecl clail¡'.
All countert'ecei¡r1s a¡rd DI.45'.s ale j.ssuecl irr secluerrcc, Ancl fols'aLclecl to Fiscal lt4auagerncrrl
Secticlu upo¡t conlpletion. 'l'he change fiurcJ is seculecl in a loclrecl nlet¡rl Lrox r,r'hich is stor.ercl in a

lnclcecl cabirlc'.1. 'fhe Clonr¡¡an(ler i.s rcsponsítrle and acc:oulrtable lbr tlle lìrncl. 'l'hc'. st'steul ¡s
I'egulall¡' revieu'ed b),the Ol'fìce Su¡rervisol ancl/ol the ì.,jeutenatrt. 'l'hese revicr\,.s ensure th¿,rt

cotlllter leccipt's are prcparecl ¡rro¡:erl1', and the total collections agree rr,ith the {ot¿rl ¿lllor"rut gl
cot¡tltet'recei¡rts ancf DL45's j.ssttecl. "l'hele is a separation of cluties bctu'een caslliel
resPonsibilitics anci trans¡llíttal of collections,'l'he ¡rroceclrrres in place to ensure sccurity ancl
accortntability ç1'thc ¡tettl ca.sh filncl arer also intact. ¡\ r'er,jeu'of'the ¡:ett.r,cash ¡rurchases fÌlr thc
first c¡uartel'o1'2008 shorvecl that the funcls rr,'cre used iòr ar¡llrorizecl purcliases ancl u,ele u,ithiu
tlte urarilltlt'ìl ailloLìnt. lìoth tlte ¡rettl, cash ancl change filncl al'e auclitecl motrthll, b), fhe Oflic,cr
Su¡ret'r'isor allcl the Area ha,s internrittent sulprise auclit.s fì'olu either the. Comlrapclet 9t.
I.,jeulenanf on a legular b¿¡si.s.

z\t the clttse c¡l'btlsitie-^s cln eaclt'l-htrrsdat,. the û'alrsnrittal fbr the ¡xe.r,iorrs rvcrel< is revieu,ecl ancl
sígrrt:cl [r-r'citllcl the (,'onlnut,l(10.r'ol thc I.ieutclr¿lrii. 'lì'l¡lt:;:lliillls n'rj tc\ icrrecl l(r ensul'e irccul'rìc\'
trefbre ther'¿rre sent to lìi.scal nìanagcment Section. 'lo ensure timel¡,lransnriftals ol'collectíons
tìre urade, ntartager's scheclules ¿trc revieu,ecl everl, l\,londa¡, (o ltalte strre lhal a ur¿rnagel is
availablc'1o ¿ìppr'ove and sign thcr transllittal. Plior to tran.smitfal. collection.s ¿,¡re re(ainecl in an
eutelo¡le ivJrich is storecl in a Ioclied cal¡inet Io cnsure safelieeping.

Cl.ll) íl\r.Jt' (l-{r..? 1i.8úr Ol>t 0:'E

Safet¡, ,Seryice, und .Securit¡,



Gr¡iden Gate.Division
Page 2

.l'urre 2. 200,f1

'Jìhe l'Iayrvurcl¡\ren taì<es priclc ín having an efficient 1ìnancial accou¡ti¡g a¡cl tr.a¡sac.lion s),sle.'.1
in ¡rlace.' The lrallstllitlal for N4alch 21-21,200ti u,as lost in the mail. IJã¡,,n 0.,¡ A¡ea c¡gickly
placed a stop ¡raytnetit on the ruorte)'' ol'tler arrcl hacl a¡lothel'one reissu¡ed, Customers rvhosc
checlts $'ere losl rvore colrtacted ancj e.xplained the situatio¡r. Duplic:a1e checlcs ¡,ele creillecteçl
artc'l sent u,eekl)'on a scp¿ìrate transrnif(al ¡ler policy.

11'yclu have any qne.stion,:^, please co¡rtact lnc at (510) 4Bg-1500.

Ø.t:ÇC. .f. SFIER.RI/, [.ieutenant -



5a,
State of Calltomia

Memorandum

Date:

To:

From:

FileNo.:

Subject:

Busines$ Transportation and Housing Agency

June 5, 2008

Golden Gate Division

DEPARTMENT OF CALIFORNIA HIGHV/AY PATROL
Santa Rosa Area

360,A3426,43426

DIVISION FOCUS 2008. FINANCIAL TRANSACTIONS

In acoordance with a memorandum from Golden Gate Division dated Januæy 25,2QQ8, entitled
Divísion Focus - 2008, Santa Rosa fuea evaluated command operations relevant to financial
accounting and transactions as outlined in HPM I l.l, Chapters 4 and 6, and HPG 22,1, Chapters
5 and 15.

The primary cashier duties are performed by the Accident Report Çlerk, OA-Typing, who
reconciles and totals check and cash receipts daily. This ensures the timely transmission of
monies when the first $1,000.00 in cash or $10,000,00 in total collections is reached or when the
total transactions permit tlle tlansmittal period to conclude at the close of business on Thursday.
The weekly transmittal of collections is prepared by the ARMS Coordinator, OT-Typing, and
reviewed by the Office Manager, OSS II, to ensure receipts and transmittals are completed
properly as well âs to ensure overall compliance with policy. Morries generated by the issuance

of DL 45's are given to the Office Managerby the School Bus Officer, and the Office Manager
initials the appropriate line entry for each individual DL 45 issued in the log the School Bus
Officer has created for this purpose, Similarly, any monies acquired through asset forfeiture or
evidence, are gíven to the Office Manager by the Evidence Officer to be submitted to
Accounting via the weekly transmittal. Daily collections and change fund are kept in a locked
cash box and secured in a locked file cabinet at the close ofeach business day.

Surprise audits of both tlie change fund and petty cash fund are randomly conducted once each
quarter by the L,ieutenant. Thc petty cash funcl is secured in a locked cash box and is kept in a
file cabinet which is lockecl at the close of eaoh business day. Petty cash expenditures conform
to those type purchases which are authorized and within allowable amounts, An employee who
wishes to make a petty cash purchase ¡nust check with the Office Manager fìrst which ensures
that these conditions are mel.

If you have any questions concerning this memorandum, please contact Lieutenant Greg Tracey
at (707) 588- I 400,

KELI,Y YOU
Commander

,/4

CHP 51WP (Rov 1 l-E6) OPI 076

Semíce, and Security



,#, o, cnu¡ronrurn
DEPARTMENT OF CAL .'ORN!\ HIGIjWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 1 of 3
===3:?i.===:--=.-*==::==========:=:-=:=.-i3i==::==:====::::==:==g=-;=====:==:::==-=:==========_

INSTRUCTIONS: This document shall lre typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

¡urnber of the inspection in lhe Chapter inspeclion num¡ei, Under "Fon¡vard lo:" enter the nexl level of cotnmand where the docunlenl

shall be rouled lo and its due dale. This documenl shall be ulilized to docunrent innovative praclices, suggeslions for slatewide
A ^ttñ E4 ^¡^-^-^^i,,ñ .-¡., h¡ ttõò.1 iÍ a¡{¡{ilinnal cna¡c ic rcallir

by:

N, Potter, OSSII

ovement, identifìed deficiencies, corrective aclion pfans, A CHP 51 Memorandum ma is required.

TYPE OF INSPECTION Total hours expended on the I Corrective Action Plan lncluded

n Rttachlnents lncluded

I Executive Office Level i t

Follow-up Required:
Forward to: 301

Due Date: 03/31/09
Yes No

llgpeslgt s -?o¡trcile-E ardinq lnnovative Practices:

None

tq@lrgr-gl¿!"*io"-l!"nprovqmg.L-- *---"1
None

l.Feçtgre¡[qils'
Procurement training for applicable personnel is needed/pending.

lgo.Jlqlilqs.þ Ñsi.a-!ç{sra-qeesr9]rr-pe:t'-illslPerleL:l

n Division Level X command Level I insPection:

I lnrpe"tor .s Comments:
LqqL--

Sha¡ address non concurtuÅäó".ov *0.^.ño"r tus- finditgrr*Àãã'¡¡no¡næ *trlunæd, 
--l

___l

Cll¡) 680^{,ìc\, 02.091 ()Pl 010



OEPARTMENT OF CALIFORNIA IIIGHWAY PATROT

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

-õtræteri--

3

Page 2 of 3
===--===-:gF==-=:==Eaggr;======:=:==-==-=='===5Ë=====-========;====:::============E=:==e:

Corrective Action Plan/Tímeline: 03/3 1 /09

Afl applicable personnel attended procurementtrainingon0ll2l/09 or 03/19/09.

Clll'O0o^ (fìev 02'09) OPI 010



STA'TE OF CALIFORNL\
DEPAR'TMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

*A-ñ-ú"y"äwõrlo 
l¡r," o discuss tlris report wilh

the reviewer,
(See HPM e.1,..Q!gP!g.¡ I fo.¡

T-Reî iewér drscüssed th rsìè-port w¡tn
employee

flconcur ! Do not concur

.Í- /4- O ?
-onrE*---

r4 oq

s- t1-01

Cl lf, ôlJ0A llìcv 02.09) OPf 010
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STATE OF CALIFORNIA
DEPARTMEN'T OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

improvement, identified deficiencies, correclive action plans. A CHP 51 Memorandum may be used if additional space is requ¡red

Page 1 of 2
==:=::-.==:==--=======F======:=-=:::= ===--==='---=======:=====-==:--=:== ====-==:::=:: = =:=

INSTRUCTIONS: I'his documenl shall be typed. Check appropriate boxes as necessary, or fill in tlre blanks as indicated. Enter the clrapter

number of the inspeclion in lhe Chapter lnspeclion number. Under "Fon¡rard to:" enter lhe next level of comtnand where lhe docutnent

"nril 
¡u rouled to and its due date. This document shall be utilized lo docunlent innovative praclices, suggestiotls for statewide

TYPE OF INSPECTION

! Division Level X Command Level

fl Executive Office Level

Follow-up Required:

Yes X No

None

Total hours expended on the
inspection:

1

Ü Corrective Action Plan

! nttachments lncluded

l-C o m m a n d S u gg e sti o n s fo r Sta t ewid e I m p rove |!9¡ t :

None

[ryp-e9!9(s-[l-n¡L-lg¡.
-ì

Area is in compliance with Deparlmental policy.

l

lnspeCtor's COmments: Shalladdress non concurrence by commander (e,9., findings revìsed,

:J

CllP 680/\(Rsv 02'09) OPI 010

findings unctranged, I

l



STATE OF CALIFORNIA
DEPAR MËNT OF CALIFORNIA HIGI-I\A/AY PATROL

GOMMAND INSPECTION PROGRAM
ÊXCEPTIONS DOCUMENT

Corrective Action Pfan/Timeline: N/A

CllP 680^ (Rcv 02-09) OPI 010

! 0o not concur

/4 :- /L/-Ò7
Employee would like to discuss lhis report with
the reviewer,
See HPM 9,1, Chapter 8 for a

Reviewer discussed this report with
employee

fl Concur



STATE OF CALIFOIìN'A
DEPARTMENT OF CALIFORNIA HIGI-{WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 1 of 2
:====:==t===-====:=========:::=:=========:=======:=========:==::::==1:=:===========

INSTRUCTIONS: This documerlt shall be typed. Check appropriate boxes as necessary, or fill in lhe blanks as indicated, Enter lhe chaptet

number of the inspection in the Chapter lnspection nurnber. Under 
.Forward lo:" enter the nexl level of command where the documetrt

shall be rou¡led to and its due dale. This document shall be ulilized lo document innovative praclices, suggestions for statewide

lnspected by:

N. Potter

;t**ñ;;;^ 
-f] Division Level I Command Level

f] Executive Office Level

Total hours expended on the
inspection:

I

!
!

Correctíve Action Plan lncluded

Attachments lncluded

Follow-up Required:

ñ Yes l-l Irlo

Forward to: 301

Due Date: 03/31/09

Chapterl nspectíon : Caf-Gard Program

lnsoector's Comments Reqardinq lnnovative Practices:

None

None

-_l

t!!lp€çlor's Flndinqs;

Procurement train¡ng for applicable personnel is scheduled for 01 121109

-J

Commander's Resperìre: X Concur or n Do NotQg!99(D"-Ie!-cp-qp-qll.llgll-9egg¡ç$!nsl9&fl99p-o-!9Ð-

Cl{P 680^(Rev 02.09) OPI 010

Shall address non concurrence by commander (e,9., findíngs revised, findings unchanged,lnspector's Comments:
etc.
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DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2 of 2
========a;===:E:========= ========Íi1==-==-====:'E--====:j===:=:-=:=il-=-=a:g':::=i==:::::-::::=i--

Corrective Action Plan/Timeline; Atl procuremqlfltrq[]ng-to-be acconPlished by.-0-.3/31/2009

All applicable personnel received procurement training 01121109 or 03/1912009'

Cl{P 680^ (Ro! 02'09) OPI 010

n oo not concur

,/4.
DÉR'S SIGNAÏUREEmployee would like to discuss lhis reporl with

lhe reviewer.
(See.JJ!!l_!.!_,._CIAP.tsl ! fo! eppea!-procgdures.

Reviewer discussed this report with
employee

D Concur
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STATE OF CALIFORNL\
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
ËXCEPTIONS DOCUMENÏ OSSII

3*Dãiò: --
12t3012048

Page 1 of 2
:===:===============!--a==::::===========-:=====:-J:=================::==:*=1=========

INSTRUCTIoNS: This <locumenl shall be typed, Check appropriate boxes as necessary, or fill in the blanks as indicated. Enler llre chapter

nrrnrr of the inspection in the Chapter tnsiection nurnber. Uilder "Forward lo;" enler the next level of command wlrere the documenl

shall be routed lo and ifs due date, This document shall be utilized to documenl innovative practices, suggeslions for statewide

improvernerrt, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional is required.

lnspected by;

N, Potter

TYPE OF INSPECTION

n Division Level E Command LeveJ

! Êxecutive Office Level

Follow-up Required:

Yes No

lns or's Comments Reqardinq lnnovatíve Practices:

None

D

n

Corrective Action Plan lncluded

Attachments lncluded

Total hours expended on the
inspection:

1

Fonivard to: 301

Due Date: 0313112009

Chapter lnspection: Contracts

I C o nr m a n o S u-gg e-s-tjgfqs foi StAtey i d e i nl pf, yqln e n !
None

Area is in compliance with Departmental polícy.

Commander's R Concur or Do Not_Concur (Do Not-C*oncur shall docum-ent ba-s's for responsei '

CHI>6004 (Rev 02.09) OPI 010

Shall address non concurrence by commander (e.g,, findings revised, findings unchanged,lnspector's Comments:
elcl



STA'ì-E OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCËPTIONS DOCUMENT

Page 2 of 2

Reouired Action: None

Corrective Action Plan/Timeline: None

Employee would like to discuss this reporl with
lhe reviewer.

HPM 9.1, C 9lq-epP-"qal

Reviewer discussed this report with
employee
Concur

NDER'S SIGNATURE

/4
INSPECTOR'S S DATE

ttlo4

Cl{P 680 (f{ov 02-09) OPI 010

Do not concur

l.t
slrslq
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STATE OF CALIFOFNIA
DEPARTMENT OF CALIFORNIA HIGI.IWAY PATROL

COMMAND INSPECTÍON PROGRAM
INSPECTION OHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 1of 2

commgnd:

Santa Rosa
Divlslon:
Golden Gate

Numbsr:

Evaluatod by:

Nancv Potter
Dal0:

12130/08
ABsl6led by: Date:

=====:=: ==-=============== ===:===============-=========:===::======
INSTRUCTIONS: Answer individuaf items wllh "Yes" or "No' answers, or fill in the blanks as indicated, Any díscrepancies with policy,

àpól¡óa¡lu legal sfatues, or deficlencies noled in lhe inspeclions shafl be commented on via lhe "Remarks" section. Addillonally, such

¿isciãpanc¡eõ and/or defìcisncies shall be documented bn an Exceptions Documont and addrossed to the nexl level of command.

Èrrift*mor", lhe Exceptions Documentshall lncludo any follow.up and/or correctìve action(s) laken, lf this form is used as a Follow'up

n, lhe box shall be marked and onlv deficionl ilems need t0 þe re'

TYPE OF INSPECTION

n Divisíon Level ! Command Level

n Executive Office Level M Voluntary Self-lnspection

ad lnspeotor's Signature:

Follow-up Required:
l_ì yes Rl No

! Follow-up lnspoctlon Commander's Signalure:

./4,-&4¿^-
Date:

/"l2,loí
For appticabfe policy, refer to: HPM 1 1,1, Chapter 23 /

1, Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limít? n Yes BNo I N/A Remarks:

2. Does afl X Number file documentation contain the
STD. 204 Payee Data Record? E Yes !No n N/A Remarks:

3. Do X Numbers requiring a contract (i,e., janitorial or
landscapíng) have prior approval from the Business
Services Section commander?

E Yes nruo fl N/A Remarks:

4. Are X Number requests made prior to the date the
services are peformed? fl Yes fl No n N/A Remarks:

5. Are X Numbers issued for a one-time use?
lfl Yes [J tlo f-'l vR Rema¡ks:

6. Are prohibited services pedormed using an X
Number? ! Yes Eltlo n n¡n Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodíty? B Yes INo X ruln Rernarks:

B. Are X Numbers issued for telecommunications
related services pre-approved bY

Telecommunications Section?
ß Yes DNo nvn Remarks:

9. Do X Nurnbers used for facilities related services
(such as roof repair, electrical) costíng over $1,000
have prior approval from Facilities Section?

E Yes DNo n uln Rernarks:

10. Do X Nurnbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assista nt Cornmissioner?

fl Yes !No D ru¡n Remarks:

CHP 6008 (lìov, o9.0Bl OPI 0f0
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STA]E OF CALIFORNIA
DEPARTMENT OF CALIFORNTA HIGIiWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Numþer Program'

Page 2 o'f 2

11 . Do all X Numbers awarded to a non-small buslness
vendor contain three price quolations? ß Yes !No nrun Remarks: Except where solç source

vendor eppl¡es

12. Do allX Numbers awarded to a small business
vendor contain tho small business certification from
the Department of General Services (DGS)?

E Yes !No nrun Remarks:

13. Does the fle documentation contain the STD, 21

Drug Free workplace certification for X Number
vendors?

E Yes nNo ürun Remarks:

14. Do emergency service X Numbers document and
justify the emergency? E Yes ü t'¡o ! N/A Remarks:

15, ls the ltemized invoice for each X Number service
maintained in the command's files? ß ves !No [] ru¡a Remarks:

CHP 0B0E (Rov 09.00) OPI 010
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STA'TE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page I of 2

Ç0mmEn0;

Santa Rosa
D¡vislon:
Golden Gate

Numbor:

Evaluated byr

Nancv Potter
Dal€:

12130108
Ass19t0d by: Dale;

INSTRUCTIONS; Anewer individualilems with "Ye6" or "Non answers, or fill in lhe blanks as indicaled, Any disorepancies wilh policy,

applicable legel slalues, or dolicíenoies nolod in the inspeclions shall be commented on vla the "Remarks" seclion. Additionally, such
discrepancles and/or deficlencíes shall be documenled on an Exceplions Document and addressed lo the nexl level of command,
Furthermore, the Exceptlons Documonlshall include any follow.up and/or correcllve acllon(s) laken. lf thls form ls used as a Follow-up
lnspoction, the "Followup fnspectíon' box shall be marked and only deficient items need to be re-lnspectod,

ÏYPE OF INSPECTION

fl Division Level ! Command Level

! Executive Office Level fl Voluntary Solf'lnspection

Lead lnspeclo/s Signalure:

>1
Follow-up Required;
[{Yes l-lwo

l¡3 Follow-up lnspection
Training At GGD 1-21-09

Sommander's Signature:

/4-rU-*-
I Date:

? t z/a, /os
For appficable policy, refer to: HPM 11.2, Chapter 3 // /

1. Are alf employees associated with the use of the Cal-
Card program completíng the CHP 7BS, Conflict of
lnterest Statement, Emplovee, form?

E Yes Iwo ürun Rernarks:

2. Are STD. 21 Drug Free Workplace certíficatÍons
maintained within the CalCard command file for
each vendor utilized?

E Yes lNo !vn Remarks:

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

E Yes nNo ! N/A Remarks:

4. Are California lntegrated Waste Management Board
Form74 documents'maintained for each vendor
utilized?

E Yes !No Ivn Remarks:

5, lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
GeneralServices maintained in the file?

ß Yes nNo [ rutn Remarks;

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

ß yes ! tto D N/A Remarks:

7. Are purchases split into muftiple transactions in order
to circumvent transaction purchase limits? ! Yes B t'lo n N/A Remarks:

8. Does the CHP 317 Cal Card Log fully describe the
purchase? É Yes D tlo ! ru¡n Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? fl Yes üNo n ¡un Remarks:

CllP 680Þ (Rev 09.08) OP¡ 010
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INSPECTION CHECKLIST
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Cal-Card Prograrn

Page 2 of 2

10, ls the CHP 317 CalCard Log properly authorized
and maintained? R Yes !No ¡ N/A Remarks;

t t, ere credit invoices/receipts for returned items

maintained with the bank statement? B Yes E tlo n N/A Remarks:

tZ Oo non-itemized purchase receipts/invoices
document the purchase by lísting the commodity,
quantity, and unit price of the item(s) purchased on

the bank statement,

X Yes nruo E N/A Remarks: All itemizatlons are on the

lnvoices rather than on the bank
slatemenIs.

13. Are Cal Cards maintained in a secure area?
lf, Yes E l.¡o N N/A Remarks:

1+ nre Cal Card purchases pre-approved by the
commander? E Yes ! tlo n ru¡n

Remarksi

t5. Havè all cardholders received training on the
Department's procurement processes? D Yes El I'to n N/A Remarks: NeMrefresher training to

be held at Þivision on 1121109

1ô, Are itern(s) purchased with the CalCard prohibited

by departmental PolicY? ! Yes ENo n ru¡n Remarks:

CHP 6800 lR€v 0948) OPI 010



STATE OF CALIFORNIA
DEPARTMENÍ OF CALÍFORNIA HIGI-íWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procuroments
Purchases

Page 1of 3

Commancf:

Santa Rosa
ulvlElon:
Golden Gate

Numbef:

Evalualed by:

Nancy Potter
Dele:

12130108
Asslaled by; D9t9:

:=======:==-==============-=:===-ËE-=E=======================:::=====::::::=:===

INSTRUCTIONS: Answer individualltems wlth "Yes' of "No'answors, or fìll in the blanks as lndicated. Any disorepancíes wllh policy,

applicaOte legai stalues, or deficiencies noled ín lhe inspections shall be commsnled on via lhe "Remarks" seclion. Additionally, such

discrepandeé and/or deficiencies shalf be documented on an Exceptions Document and addressed to lhe next level of command,

Furthermore, the Exceptions Documenl shall include any followup and/or correcllve actlon(s) taken. lf lhis form ls used as a Follow-up

Inspection, the box shall be marked and only deficient items need to be re-i

TYPE OF INSPECTION

n Divjsion Level ! Command Level

! Execufive Office Level ffi Voluntary SelËlnspoction

Load lnspector's Slgnalure :

?a+,,t>a ar#:
Folfow-up Requíred: I Ïraining held at GGD on

E Yes 
' n ruo 

I ffil;Îß--uo rnsoe'ion

Commander's Signature: I Date:

24,:-r-q- /2f ?/ /Ò/
For applicable policy, refer to: HPM 1 1,2, Chapter 7 //

-1. 
Are particípants in the procurement process at the

I rommand level familiar with the related policies and
procedures for purchasíng?

E Yes nruo nrun Remarks:

2. Have Approvers/reviewers of purchases received
procurement training? ü Yes ENo n ru¡n Remarks: Training at Division to be

held on 1/21109

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

. Supplies for personally - owned equiprnent
¡ Commodities for personal use
. Confirming order
o Purchases via the internet

fl Yes ENo nnn Remarks: '

4, Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppfiers or from different statewide
commodity contracts?

E Yes fl No n rule Rsmarks:

5. ls all required information entered on the CHP 43,
Purchase Requisition? E Yes Eruo E ru¡N

Remarks:

6, Are the CHP 43, Purchase Requisitions, numbered
congecutively, starting anew at the beginning of each
fiscal year (July 1)?

E Yes I I'lo n ruln Remarks:

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

ß Yes fJ t¡o nva Remarks: Through Channels

CHP 680C (Rev 00.081 Ol'l 010
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Chapter 3, Command Proourements
Purchases

Page 2 ol3

8, Do speclalízed items purchased contain the
appropriate Division, and/or OPI approvals? E Yes DNo n N/A Romarks;

L Are the CHP 43, Purchase Requísitions,
competitively bld? E Yes ENo ! ruln Remarks:

'10, Does lhe CHP 315, Price Comparison Worksheet,
docurnent at least two price quotations? E ves lNo XNn Remarks:

tt. Rre Limited Competitive Bidding purchase requests
lhat limit or restrict the purchase to one specific
brand or rnodeljustífied and in compliance with SAM
3555?

M Yes D I'lo ! ru¡n Remarks:

12, Are Limited Competitive Bidding purchase requests
for ilems that interface wíth existing departmental
equipment in compliance with SAM 3555.3?

B Yes I tlo n N/A Remarks:

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Aclion Plan documents?

I Yes nruo 8.ru¡n Remarks:

14, Are items checked immediately for content and
damage when delivered? E ves ü tlo n ru¡n Rernarksr

15. ls the "received copy" of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,

within three business days of rece¡pt, if all items are
accepted?

M Yes nruo fl N/A Remarksl

16, Are freight and/or packing slips attached to the
received copy of the purchase order änd sent to
FMS?

B Yes E tto ! ru¡n Remarks:

f 7. ls plVtS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowfedgement that a portion of the order has
been received?

E Yes fl No E ruin Remarks:

18. ls the original "received copy" retained by the
command for completíon and forwarding to the FMS
when the complete shipment is received?

B Yes nruo E ru¡N
Remarks:

19. Are Pam,aggd ite¡Og delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

! Yes nNo E n¡n Remarlçs: Have nol received any

damaged goods via a CHP 43.

CllP 600C (llov. O9{8) OPI 01 0
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20. ls Purchasing Services Unit (PSU) notified
immediately by telephone, foflowed in writing elther
by a memofandum or e-mail, requesting cancellation
of the requlsition or deletlon of an item, if it is
determlned that a commodity requested on a CHP 43
ís no longer needed and a purchase order has not
yet boen prepared?

n Yes ! tlo ß ru¡n Remarks: No pasl sltuat¡ons apply.

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable'fength of time, (SAM 8422.0)

Ø Yes nNo ! ru¡n Rernarks:

22. Are copies of the purchase requísitions and purchase
orders maintained for three years afier payment?
(SCM Vol. lf , Ch. 1 1, Topic 4)

B ves nruo [] rurn Remarks;

23. Are decisions documented to create a paper trail
documenling the basis of the decisions made for the
purchase? (SCM Vol ll Ch.2, Topic 11)

I Yes nruo D ru¡n Remarks:

24. Are purchase orders splil to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authoríty limits?
(Public Contracts Code Section '10329)

! Yes Bruo n ¡,¡le Remarks:

Cl{P ô00C (Rov. 09'00) OPI 0fO



STATE OF CALIFORNß
DEPAR'TMENT OF CAUFORNIA HIGFWAY PATROL

COMMAND ]NSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Cornmand Procurements
Contracts

Page 1o'Í4

Qommsnd:

Santa Rosa
Dlvlslon;
Golden Gate

Numþer:

Evalualed þy:

Nancv Potter
Dale:

12-30-08
Ass16tsd by: Date:

==ãé===:=======================================-===========:=-===--====L-

INSTRUCTIONS: Answer individual ilems wilh "Yes" or "No' answers, or flll in the blanks as índicaled. Any discrepancies with policy'

applicable legal slalues, or deficlencles noled ln the inspeclions shall be comrnenled on via lhe "Remarks" section, Addilionally, such

discrepancieÁ and/or doficiencies shall be documonted on an Exceptlons Document and addressed lo the next level of command,

Furlhermore, lhe Exceptions Documenl shall lncfude any follow-up and/ol corrective action(s) laken, lf this form is used as a Follow"up -

ryPE OF INSPECTION

n Division.Level ! Command Level

D Executive Otfice Level fl Voluntary Self-lnspection

Lead lnspector's Signalure:

\ry>1 'At#È
Follow-up Required:
l-l Yes l{l t'lo

lJ Followup lnspection Çommander's Signature:

,tj,+-e,-
Dale:

t */ø t /o/
For applicable policy, refer to: HPM 1 1.1, Chapter 22 / /

1, ls a CHP 78 Contract Request used to initiate all
seruice contracts which are repetitive, regardless of
the eslimated dollar value?

ßYes nruo Iva Remarks.;

2. ls,a CHP 78 Contract Requesl used for one-time
services exceeding $4,999, 99? n Yes B No' n n¡n Remar[<s: No applicable service [o

date.

3. fs lhe Office of Primary lnterest (OPl) tracking
nurnbering beginning with the requesting command
three-digit location code used, followed by "CP" for
c_o,l]Íact oayable listed on the CHP 78?

n ves E tlo n N/A Remarks: Not on all Area copies

4. ls the performance of contract services monitored
and documented? ß ves ! tlo D N/A Remarks:

5. Are allcopies of correspondence with the vendor
maintained? fl Yes ! trto n ru¡n Remarks:

6, Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

n Yes nNo ß N/A Remarks:

7. ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

Eil Yes ! I'to [] ru¿n
Remarks:

B. Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedile and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78¡'?

E Yes !No [] ruln Renrarks:
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COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Cornmand Procurements
Contracts

Page Zof 4

9, Are requesls for contract services less than six
months from the anticipaled start date of the contrac[
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

fl Yes !No D N/A Remarkg:

10, ls all work completed and accepted by the
Departrnent before expiration of contract agreement? n Yes ENo n ru¡e Remarks: There was a lapse in lhe

County of Sonoma lnfo Systems
contrsct,

11, Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e,9., review
progress reports and interim products)?

E Yes !No E ru¡N Remarks:

12. Are invoices for payment reviewed and approved lo
suþstantiate expenditures for work performed and to
prevent penalties being assessed?

S Yes XNo E ru¡n Remarks:"Yes" for County of Sonoma
lnfo Systems,
"N/A'for Sonoma County Uandfill,
River Rock. etc.

13. Are contract expenditures monitored to ensure there
are gufficient funds to pay for all services rendered
as required by contract?

n Yes !No M ¡¡¡n Remarks: Only man hours are
verifìod for Sonoma County Landfill,
River Rock, etc, All billing and dollar
oxpenditure tracking done by
Accountino.

14, Does the requestor verify the contractor has fulfilled
all reguiremenls of the contract before approving the
flnal invoice?

n Yes ! t¡o M ru¡n Rernarks:

15. f s the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

n Yes L-l No E ¡un Remarks:

16. Are all applicable form sections of the CHP 78
completed? K ves !No !vn Remarks:

17. Do emergency contracts document and justify a

sudden, unexpected occurrence that poses a clear
and imminenldanger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential publíc services?

D Yes ! t'lo B Nln Remarks: Emergoncy X numbers
done al Area but no emergency
contracls to dale,

18, Are all employees associated with the management
of a contracl completing the CHP 7BS, Conflict of
lnterest Statement, Employee, form?

E Yes nNo D ru¡n Remarks: They have just been
comploted âs how they apply to CHP
43 which would apply to same
personnel.

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

! Yes ! tto B ru¡n Remarks:

20. Are'contract amendment request dollar amounts
increased more than 30%? Yes [l tto lTl ru¡n Remarks:

CliP 68OF (Rcv 09.OtlOP¡ 010
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Page 3 of 4

21. ls the length of the contracl amendment request
rnore than one year? I Yes nruo ß ru¡n Remarks:

22, Are amendments requested before the expiration of
the original contract? n Yes nruo K ¡¡ln Romarks:.

23. ls a service conkact on a CHP 78, Contract Request
initiated for any commeroÍal meeting/conference
room rental which is expected to exceed $4,999.99 in
totalcost?

! Yes !wo ß ru¡n Rernarks;

24. Do conference room rental costs exceeding the $500
per day limÍt have pre-approval from Assistanl
Commissioner, Staff?

ßlYes !No n Nle Remarks: Dlvision gets for DACC,
Only applicable situation.

25. Are California Departmenl of Juslice (DOJ) and
Federal Bureau of lnvestigation (FBl) fÌnge¡ptint
checks ?nd driver license checks conducted for all of
the following types of agreernents:

(1) Avionics Maintenance and Repair
(2) Helicopter Mainfenance and Repair
(3) lnstructor Services (on-sile)
(4) Janitorial SeNices
(5) ConsultingServices

I Yes nNo E ru¡n Remarks:

26 ls a driver licenge check conducted for, but not
limited to, alf of the followíng types of agreements, if
the contraclor and/or specifically assigned personnel
are scheduled to be on-síte for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Carnera Maintenance and Repair
(3) Carpellnstallalion
(4) Dlesel Generalor Mainlenance and Ropair
(5) Dishwasher Mainlenance and Repair
(6) Elevator Maintenance and RepaÍr
(7) Flre Extinguisher Service
(B) Garage Door Maintenance and Repair
(9) GraphicAls Equipment Malnlenance and Repair
(10) Heatíng, Ventilatíon, and Air Conditioning Service
(1 1) Laundry/Linsn Servlce
(12) Ofice Machine Maintenance and Repa¡r
{13) Painling Services (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Serv¡ces (Cafpel, nol scales)
(17) Telephone Se¡vicos (ceflular, satellile, and regular)
(18) Tolevision Equipmenl Ma¡nlenance and Repair
(19)Uninterruptible Power Supply Maintenance and Repair

I nr", lm *,ofJ t'lo Remarks:
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INSPECTION CHECKTIST
Chapter 3, Command Procurements
Contracts

Page 4 of 4

27. Are alf driver license and fingerprint information
forwa¡ded to Contract Services Unit (CSU), along
with the contract number for rstention after
Commander review?

n Yes n ¡¡o ßvn Remarks:

28, ls CSU advised by the command to determine if
adverse'information discovered is gtounds for
canceling the contract (i.e,, advorse driver license
andlor criminal history inforrnation is received
regarding the conkactor or the contractor' s
personnel)?

I Yes !No UI N/A Remarks:

29, Are all invoices, records, and relevant documentation
maintained for three vealrs after the final paymenl of
the conlract?

n Yes nruo U ruln Remarks:

30. ls a log sheel maintained lor a diary of activities
related lo lhe contract? n Yes lNo E ru¡n Remarks;

31. ls a computer file prepared for all contracts
adminístered? ! Yes fJ t¡o rN N/A Remarks:

32. fs a spreadsheet prepared listing afl expenditures?
n Yes []ruo E[ rurn Remarks:

33. ls the notification to the contractor documented for
the start date for services to begín? n Yes fl No Çvn Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

n Yes n ¡lo E¡rn Remarks:

35, Do consuftanl services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol, l, Ch, 3, Section 3.02.1)

ü Yes Ü t'¡o Bru¡a Remarks;

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. I, Ch. 3, Seclion 3,02.5)

! Yes fJ tlo E ru¡n Remarks:

37. Does Contract work only begin after approval of the
fínalcontract? (SCM Vof . 1, Ch. 4, Section a.09) ! ves n ¡lo pNn Remarks:

38, Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personalservice contracls? (GC 19130 & SCM Vol, I,

Ch. 7, Section 7.05)

n Yes lNo Qvn Remarks:

39. Are any contract payments rnade prior to the final
approval and execution of the contracl? (SCM Vol

_ Ch. 4, Section 4,09) _..

I, n Yes fl No il N/A Remarks:
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STATE OË CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROG RAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

X-Number Program

Page 1of 2

ffi¡on:
Santa Rosa I Gotden Gate

Numþer:

Evalualed by:

Nancv Potter
Date:

12t30108
Assisled by: Date:

======:==============::========= =======::====:====:===-===:======::=:::==-====:==
INSTRUCTIO anks as indicated' olicy'

applicable leg on via lhe "Remar such

oiscrepancieé and addressed to t

Furthermore, action(s) taken. lf . ow-up

, the "Follow- box shall be marked and only defìcienl items need tq-Þq9{U-eq9d'

TYPË OF INSPECTION

I Division Level n Command Level

n Éxecutive Office Level fl Voluntary Self-lnspection

Lead lnspector's s¡gnature:

n
Follow-up Required:
l_l Yes lfl t'lo

Follow-up lnspection Comma nder's Signature:/4-+¿¿-.fu
Dâte:

tz/ct /06

For applicable policy, refer to; HPM 1 1.1, Chapter 23 // /

1, Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? I Yes BNo Ll N/A

Remarks:

2. Does all X Number file documentation contain the

STD, 204 Payee Data Record? E Yes nruo n ru¡n Remarks:

3. Do X Numbers requiring a contract (i'e', janitorial or

landscaping) have prior approval from the Business
Services Section commander?

E Yes ! tlo I N/A Remarks:

4. Are X Number requests made prior to the date the

services are performed? E Yes nNo nvn Remarks:

e Rre X Numbers issued for a one-time use?
f7lYes l-l t:o l n¡n Remarks:

6. Are prohibited services performed using an X
Number? ! Yes Eltlo nvn Remarks:

L Are X Numbers used for the procurement of a
service and not the purchase of a commodity? B Yes !No [ ru¡n

Remarks;

A Are X Numbers issued for telecommunications
related services Pre-aPProved bY

Telecommunications Section?
E Yes !No ! nln Remarks:

9. Do X Numbers used for facilities related services
(such as roof repair, electricat) costing over $1,000
have prior approval from Facilities Section?

E Yes fl No n ¡l¡n Remarks:

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

ß Yes E tlo I n¡n Remarks:
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COMMAND INSPECTION PROGRAM
INSPECTfON CHECKLIST
Chapter 3, Command Procurements

X-Number Program

Page 2of2

Remarks: Excepl whefe solesource
vendor applies

1ï DõãiX Ññ6àrs awarded to a non-small business

vendor contain three price quotations?

1z õããnTumFers ãwarded to a small business
vendor contain the small business certification from

the Department of General Services (DGS)?

f eõoes tne tile d-oõümentation contain the STD. 21

Drug Free workplace certification for X Number
vendors?

12, bõ emergency service X Numbers document and
justify the emergencY?

15. ls the itemized for each X Number service
maintained in the command's files?

Cl'tP GSOE (nov 09'08) OPI 010



STATÊ OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLlST
Chapter 3, Command Procurements
Cal-Card Program

Page 1 o12

Command:

Santa Rosa
Division:
Golden Gato

Number;

Evalualed by;

Nancv Potter
Date:

12t30108
Assislod by: Date

anks as Indicated. Any discrepancies with policy'

on via the "Remarks" section, Additionally, such

and addressed to lhe next level of command'

action(s) laken- lf this form is used as a Follow'up

TvpE or ltlsÞEcrlotl

n Division Level Ü Command Level

! Executive Office Level ElVoluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:
Ryes INo

ß Follow-up lnspection
Training At GGD 1-21-09

Date:

' t2/3t /ôl

For applicable policy, refer to: HPM 11.2, Chapter 3

t. nre att employees associated with the use of the Cal-

Card program completing the CHP 78S, Conflict of
lnterest Statement. Emolovee. form?

E Yes nruo n N/A Remarks:

z. nre SfO. 21 Drug Free Workplace cerlifications
maintained within the Cal Card command file for

each vendor utilized?
[} Yes nNo nvn Remarks:

5, Are STD 2M eayee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

E Yes fJ t'lo ! N/A Remarks:

4. AreEãlióinÍa lntegrated Waste Management Board

Form 74 documents maintained for each vendor
utilized?

E ves lNo Xrun Remarks:

Sltne vendor is a small business or DVBE is utilized,

is the certification letter from the Department of
General Services maintained in the file?

E Yes ! tlo n ru¡n Remarks:

6. When fair and reasonable is utilized, is the fair and

reasonable method documented and properly
justified?

E Yes nruo Ë ruln Remarks:

Z Are puichases split into multiple transactions in order
to circumvent transaction purchase limits? I Yes ENo [ rula Remarks:

B. Does the CHP 317 Cal Card Log fully describe the
purchase? É Yes fJ t'lo fl N/A Remarks:

9. Are bank statements reconciled with the CHP 317

Cal Card Log and the rece¡pts/invoices? fl Yes INo nvn Remarks:

CHP 6B0D (Rov 09'08) OPI 010
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COMMAND INSPECTÍON PROGRAM
INSPECTION CHECKLlST
Chapter 3, Cornmand Procurements
Cal-Card Program

Page 2 of 2

10 ffird Log proPerlY authorized
and maintained? ß Yes INo I xln Remarks:

t t. nre cieCit invoices/receipts for returned items

maintained with the bank statement? E Yes !No Ü NiA Remarks:

lZ. Oo non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on

the bank statement.

! Yes n r.¡o B N/A Remarks: All ilemizations are on the

lnvoices rather than on the bank

statgments,

lil Yes ll No N N/A Remarks:13, Are Cal Cards maintained in a secure area'¿

I?,Ñe Cat Card purchases pre'approved by the

commander? E Yes ! tlo [] N/A Remarks:

ßlave ail õardholdèrs received training on the

Department's procurement processes? n Yes El No Ivn Remarks: New/refresher training to

be held at Division on 1121109

n Yes ENo n ru¡n Remarks:16. Are item(s) purchased w¡th the ual uaro pronlDreo

by departmental PolicY?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Purchases

Page '1 of 3

Commandr I Dlvision:

Santa Rosa I Golden Gate
Number:

Evalualed þy:

Nancv Potter
Date:

12t30l0B
Assisted by: Date:

======:=::::::== ===:*=:==:==:===========::=================::-===:=====-
INSTRUcTIoNS: Answer individual ilems with 'yes" or ''No" answers, or fill in the blanks as indicaled. Any discrepancies with policy,

äpóli""ol. tegal statues, ôr deficiencies noted in the inspections shall be commenled on via the "Remarks" section, Additionally, such

Jisoi"panci"ã and/or defìciencies shall be documented'on an Exceplions Documenl and addressed to the nexl level of command'
^ ^ E^tl^.¡,,¡^ur9vr eysl

Fulherrnore, the Exceplions Document shall include any follow-up andlor corrective action(s) taken, lf this form is used as a Follow-up

,lho "Follow box shall be marked and only deficienl items need to be

Tvpr or tNSPEcrloN

n Division Level D Command Level

! Executive Office Level ffi Voluntary Self-lnspection

d lnspector's Signature:

21 >n.Qt'At^-

Folfow-up
Yes

Required:
Iruo

Training held at GGD on
1-21-09
lE Follow-uo lnsoection

-Co 
ñ-m a n d e r's S ig n a tu re :

z4-,2-.<-4.
0ate:

' t"f?t,fot

For applicable polícy, refel to: HPM 1 1.2, Cãapter 7 /// /

1. Are participants in the procurement process at the

command levelfamiliar with the related policies and
proced ures for purchasing?

ß Yes !No T N/A Remarks:

2. Have Approvers/reviewers of purchases received
procurement training? I Yes B tlo fl N/A Remarks; Training at Division to be

held on 1121109

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

r Supplies for personally - owned equipment
r Commodities for Personal use
. Confirming order
. Purchases via the internet

I Yes E l,lo [] ru¡n Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commoditY contracts?

E Yes nNo !run Remarks:

5. ls all required information entered on the CHP 43,
Purchase Requisition? E Yes n f.¡o n u¡n Remarks:

6. Are the CHP 43, Purchase Requlsitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

E Yes D l.lo n ru¡n Remarks:

7 . Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

ß Yes ! tlo ! ru¡n Remarks: Through Channels

CHP 68OG (Rov 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIÍWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 2 of 3

Remaks:e, Oo specialized items purchased contain the

appropriate Division, and/or OPI approvals? ß ves nNo n N/A

K Yes nNo n ru¡n Remarks:9. Are the CHP 43, Purchase Requlsltlons'
competitively bid?

10, Does thÑHÞ 315, Price Comparison Worksheet,
document at least two price quotations? R Yes !No D N/A Remarks:

g Purchase requests
e to one sPecific
compliance with SAM

3555?

E Yes fJ No n N/A Remarks:

tz. nre-l¡nneO Competitive Bidding purchase requests

for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

E ves fl No ü ru¡n Remarks:

i3lõ Noñæõmpdiive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

n Yes nruo El ru¿n
RemarKs:

t ¿. nrelGms checked immediately for content and

damage when delivered? E Yes nNo ! N/A Remarks:

@y" of thepurchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,

within three business days of receipt, if all items are

accePted?

ß Yes nNo [] ru¡n Remarks:

tO, nre fre¡ght and/or packing slips attached to the

received copy of the purchase order and sent to
FMS?

B Yes nNo [ ru¡n Remarks:

E Yes !No ! N/A Remarks:17. ls FMS provided a photocopy of the purcnase oroer

and any approved freight or packing slips as

acknowledgement that a portion of the order has

been received?

E Yes XNo []vn Remarks:18, ls the original "received copy" retalned þy tne
command for completion and forwarding to the FMS
when the comolete shioment is received?

19. Are Damaoed it,e.m.g delivered by common catner

acknowledged on the freight bill by the carrier's driver
before being accePted?

n Yes nruo E NiA Remarks: Have not received anY

damaged goods via a CHP 43'

CHP 8e0C (Rsv 0908) OPI 010
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COMMAND INSPECTION PROGRAM
INSPECT¡ON CHECKL¡ST
Chapter 3, Command Procurements
Purchases

Page 3 of 3

ZOTs purcnasing Seruices Unit (PSU) notified
imrnediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
oi the requisition or deletion of an item, if it is

determined that a commodity requested on a GHP 43

is no longer needed and a purchase order has not
yet been prePared?

! ves n ¡¡o ßvn Remarks: No past situalions aPPIY'

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for

an unreasonable length of time. (SAM 8422.0)
B Yes n ¡lo ! ru¡n

Remarks:

ZZ. lre cofles of the purchase requisitions and purchase

orders maintained for three years after payment?
(SCM Vol. ll, Ch, 1 1, ToPic 4)

B Yes n ¡¡o n ru¡n
Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Volll Ch.2, ToPic 11)

ú Yes n ¡¡o ! ru¡n Remarks:

24, Are purchase orders split to evade competitive
bidding.requirements or to circumvent the

Department's delegated purchase authority limits?

lPublic Contracts Code Section 10329)

! Yes BNo X ru¡n Remarks:

CHP 680C (Rov 09-08) OPI 010



STATË OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-{WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1of4

Command: I Division:

santa Ros-q-l 9::.0'" 
G'l'

-6aluated 
by:

Nancy Potter

Number:

Date:

12-30-08
Assisled by; Date

:=:===== =:=======::======== =====:====:-==:===:===:=== =====:==::=====:==:=======
INSTRUCTIONS: Answer individual items with "yes" or "No' answers, or fill in lhe blanlts as indicated. Any discrepancies with policy'

applicable legal slatues, or defìciencies no le "Remarks" sectíon' Additionally' such

discrepancies and/or deficiencies shall be

Furlhermore, the Exceplions Document sh

Lead lnsPectot's Signature:

Vry>n'AoHz^-'
ffi
! Division Level n Command Level

D Executive Office Level S Voluntary Self-lnspection

Commandefs Signature:

.zi-4-4
Date:

tz/et /o(Folbw-up Rãquired: I n rottow-up lnspection

l-l voo lrl run I

For applicable policy, refer to: HPM 1 1.1, Chapter 22 /ru
ffiquest used to initiate all

service contracts which are repetitive, regardless of

the est¡mated dollar value?
ßYes ! tto E ru¡N Remarks:

ffiuestused forone-time
services exceeding $4,999.99? ! Yes EItlo' ! N/A Remarks: No applicable service to

dâte.

n Yes ENo ! N/A Remarks: Nol on all Area coPios3, ls the Office of Primary lnterest (oPl) tracKlng

numbering beginning with the requesting command
three-digi[ locãtion code used, followed by "CP" f-o"r

contrAc"tpa)¡able listed on the CHP 78?

Als tire performance of contracl services monitored

and documented? ß Yes nNo E uln Remarks:

s, Are-atl copies oiðorrespondence with the vendor
maintained? ß Yes nno n N/A Remarks:

6. Tie letters for contracts documented and maintained
which outline any problems related to substandard or

non-performance of the vendor?
n Yes nno ß ruln

Remarks:

Z. ls t¡re f¡nal product to be delivered descrlbed
specifically and in as much detail as possible in the

CHP 78?
S Yes nNo E N/A Remarks:

s' ned'
als
1 .1,
P

78A?

E Yes nNo nvn Remarks:

CHP OBoF (Rsv 0C'08) OPI 010



' STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA I{IGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 2 o'n4

L Are requests for contract services less than six

months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

Elves fl No fJ N/A
Remarks:

10. ls allwork completed and accepted by the
Department before expiration of contract agreement? D Yes E t'lo ! N/A Remarks: Thero was a laPse ìn the

County of Sonoma lnfo SYstems

conl¡act.

1l -Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the

manner specified in the contract (e.g', review
progress repons and interim products)?

EE Yes nruo ! N/A Remarks:

12. Are invoices for payment reviewed and approved to

substantiate expenditures for work performed and to
prevent penalties being assessed?

ß ves nNo B N/A Remarks:"Yes" for County of Sonoma
lnto Systems.
"N/4" lor Sonoma CountY Landfill,
River Rock, etc,

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

n Yes nNo m N/A Remarks: OnlY man hours are

verified for Sonoma County Landfill,
River Rock, etc. All billing and dollar
expenditure tracking done bY

Account¡nq,

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the

final invoice?
n Yes Druo Evn Remarks:

15, ls the final invoice identified and approved, as

appropriate and forwarded to Fiscal Management
Section for payment?

I Yes nNo E ru¡n Remarks:

16. Rre all applicable form sections of the CHP 78

completed? ß Yes fl No ! u¡n Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to

mitigate the loss or impairment of life, health,
property, or essential public services?

I ves XNo B ¡l¡n Remarks: Emefgency X numþers
done at Area but no emergency
contracts to date,

18. Are allemployees associated with the management
of a contract completing the CHP 78S, Conflict of
lnterest Statement, Employee, form?

E Yes nruo nrun Remarkg: They have just been

completed as how they aPPIY to CH.P

43 which would aPPIY lo same
oersonnel.

19. Are problems concerning the contractor's
performance fully documented in writing and made a

part of the contract managet's contract file?
n Yes DNo B ru¡n

Remarks:

20, Are contract amendment request dollar amounts
increased more than 30%? l]l Yes f--l tlo Id N/A Remarks:

CllP 6BOF (Rsv 0O.0O) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 3 of4

21, ls the length of the contract amendment request
more than one year? n Yes nNo K ru¡n Remarks:

22. Are amendments requested before the expiratlon of
the original contracl? I Yes DNo ß ruln Remarks:

23. ls a service contracton a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in

total cost?

n ves fl No E! ¡lrn Remarks:

24. Do conference room renlal costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

EI Yes ! ¡lo n N/A Remarks: Division gets for DACC.

Only applicable silualion.

25. Are California Department of Justice (DOJ)and
Federal Bureau of lnvestigation (FBl) finqerprint
checksjrnd driver license checks conducted for all of
the following types of agreements:

(1) Avíoniæ Maintenance and Repair
(2) Helicoptor Mainlenance and Repair
(3) Instruclor Services (on-site)
(41 JanitorialServices
(5) ConsultingSorvices

I ves Xruo m N/A Remarks:

26 ls a dliyel.license checX conducted for, but not
limited to, all of the following types of agreements, if
the contractor andior specifically assigned personnel
are scheduled to be on'site for more than 30 days:

(1) Alarm and Fite Alarm Monitoring
(2) Camera Maintenance and RePair
(3) Carpellnslallation
(4) Diesel Generalor Mainlenance and Repair
(5) Dishwashel Maintenanco and Repair
(6) Elovalor Mainlenance and Repair
(7) Fire Extinguisher Service
(8) Garage Door Mainlenance and Ropair
(9) GraphicArls Equipment Maintenance and Repair
('10) Healing, Ventilation, and Air Condítioning SeN¡c€
(1 l) Laundry/Linen Service
(12) Office Machine Mainlenance and Repair
(13) Painting Services (inlerior of facility)
(14) Plumbing Servíces
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpot, nol scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipmenl Mainlenance and Repair

(19)Uninlerrupl¡bl€ Power Supply Ma¡ntenance and Repair

I ves !No ß N/A Remarks:

cHP ô80F (Rov 09.08) oPl 010



STATE OF CALIFORNIA
DEPARÍMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROG RAM
INSPECT]ON CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 4 of 4

27. Are all driver license and fingerprint information
fonryarded to Contract Services Unit (CSU), along
with the contracl number for retention after
Commander review?

n Yes n ¡lo Erun Remarks:

2& is CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i,e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s

personnel)?

n Yes D tlo ú rurn Remarks:

29. Are all invoices, records, and relevant documentation
maintained for threeJears after the final payment of
the contract?

n Yes !No ü ru¡n Remarks:

SO ls a fog sheet maintained for a diary of activities
related to the contract? n Yes INo E n¡n Remarks:

31, ls a computer file prepared for allcontracts
administered? n Yes DNo [N N/A Rernarks:

32. ls a spreadsheet prepared listíng all expenditures?
n Yes lNo B N/A Remarks:

33, ls the notification to the contractor documented for
the start date for services to begin? D Yes !ruo pvn Remarks:

34. ls the contractor contacted to determine if all invoíces

have been received in order to oversee the
completion of the contract?

! ves ! Irlo Eß ruln Remarks:

35. Do consultant servíces contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02.1)

I Yes !ruo Ë[N/A Remarks:

36. Does the contract flle contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02.5)

n Yes DNo E ru¡n Remarks:

37. Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) n Yes nruo sun Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. I,

Qh,7, Section 7.05)

n ves nruo Çvn Remarks:

39. Are any contract payments made prior to the final
approvaland execution of the contracl? (SCM Vol. l,
Ch. 4, Section 4.09)

flYes nNo Qvn Rernarks:

CHI) 680F (Rov 09.081 OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.IIA/AY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

f3g--?I-l:=^ --':-======s=====:=::====--======:=====--====-=========-============:==s=
INSTRUCTIONS: This docurnerrt shall be typed. Check appropriate boxes as necessary, or fill in the blanks as ind¡cated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fonvard to:" enter the next level of cornmand where the document
shall be routed to and its due date, This document shall be utilized lo document innovative practices, suggestions for statewide

lnspected by:

N, Potter,

TYPE OF INSPECTION

n Division Level X Command Level

fl Executive Office Level

Total hours expended on the
inspection:

1

ü

x

Corrective Action Plan lncluded

Attachments lncluded

Follow-up Required:

X Yes fl ruo

Forward to: 301

Due Date: 03/31/09

Chapter lnspection: Fiscal Controls

I n s p e ct o r' s C o m I e n t s_BSæt9llg_10! o i gli v e__?1qqþggj_

None

Statewide lmproveñèìl -- 
*---*]

None

ttr-w@
Area lacked an approved SOP for management and
collections. However: a draft SOP for reimbursable
clerical work rules documented collections protocol,

accountability of receivìng and preparing
services is in the review/approval process, and

Commander's Response: X Concur or D Do Not Concur (Do Not Concur shalldocument basis for r

Cl{P 680^ (Rcv 02.09) OPI 010

by commander (e.9., findings revised, findings unchanged,



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIíWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

by:

OSSI I

Required Action: Prepare an SOP that provides guidelines for overall management and accountability

of receivinq and preparing collections'

Corrective Action Plan/Timeline: Ju

An Area SOp for reimbursable services has been drafted and is in the review/approval process'

Work rules for the civilian support unit provide specific direction regarding collections, primarily related to

the public support function (reports, photographs, publications etc), These work rules will be updated.

Copies of the draft SOP and work rules are attached.

Clltr 680^ (RcY 02-09) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORN'\ HIGIjWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3 of 3

Command:

360
Division:

301
Chapter

4
lnspectecf þy:

N. Potter, OSSII
Date:

12130t08

ll Employee would like to discuss this report with
the reviewer.
(See HPM 9.1, Chapter B for aooeal orocedures.)

COMMANDER'S SIGNATURE

24,oa4.
DATE

--,/4-O ?
INSPECTOR'S SIG'IIATLIRE/ ./ I

v.^,.,#rã,*.^-U
DATE

5/t4/ oa
LJ Reviewer discussed this report with

employee
! Concur ! oo notconcur ciäï>'*_ o

DATE

5-181-cD

CHP 6804 (Rev 02-09) OPI 010



to the Office Tech ro tevierv fol conrpleteness lrefore presenting to the Area
Coordinator for'review and signatures. Not all of the special event pennits

rvill need a RSA. Area retains a copy of the spec.ial svents that do not lequire
a RSA,

ANNEXES

ANNEX A CI-IP 465, Reinrbursal¡le l.,otter of Agreernent.

^NNllx 
B CIIP 467, Ililling Menrorandulnr-lìeiurbursable Services

ANNEX C C¡-lP 466, I{einrl¡ursable Selvices Conh'ol l.og
ANNEX D CI{P 169, Movie l)efaíl Work Shcet (¡rlovided [r¡, liu;tnn,
ANNEX Ìì CI'lP 230,'lrans¡nittal Record (done every lr¡'iclây)

^,NNlix 
F CflP 251, Courrter lìeciept



eåsH.,-Box AlIp eåsH TRÀNS4,ITTÀIJ

A daiLy record is kept, on monies received.. Each eveníng that. day's money is
counted and the back of E,he checks are stamped. puE, the checks, vouchers andcash, eLc. into t,hat day,s enveLope, and put, the envelope into suspense. Thereshould b. $+o kept in the cash box at aLl times, plus change for a dotlar or sofor making ehange.

CounL all vouchers (AAA, State Farm, Farmerrs Insurance, etc.) and enter at the
end of Lhe week on the CHp 230.

Add amount of money from yellow receipb copies. Add amounÈ of checks.subtract amount, of checks from total amounE of receipts, this is the amount ofcash sales. Take this amounE of cash ouE of cash box. There should be $40cash left in box. This is how you balance your money. Be sure t,o double checkthaE uhe appropriate box is checked on the receipt for cash, check or moneyorder. AIso, stamp the back of ehecks each day with endorsement sgamp; don,twait unEíI Èhe end of the week. Have someone review and initíal- thaL they've
checked the money, Monday chrough Thursday, after it, is d.one, or have different.people count Ehe money to back each other up.

Al-1 cLerks may rnake out. receipts for AccidenE Reports, photos, oiL, used Tires,etc., but Ehe money is kept in the cLerical office next. to Ehe A.r. cLerk. ALnight it is Locked up securely.

On Friday mornings, Lear Ehe yellow copies out of receípt book. (white andyerlow copies of voi-ded receipts are torn out and stapred together. ) Fromyeì-low copies, count the number of accident report,s, phoÈos, r-80's, manuals,etrc. TotaL of cash and checks should equal receipE,s.

The cash goes into an envelope wiÈh the amount writt.en on the ouLside. rt isthen t,aken to the bank for a money order. on Lhe money ord.er, type j.n: To:
"California Highway PaEroL", FROM: cHP. wit,h our address. stamp back of moneyorder with "Pay Eo the order ofrr sLamp. Be sure the endorsement, is placeãwiEhin the firsE one and one-half inch from t.he trailing edge of the check.(see Annex rrErr). Pub on Eop of Ehe rest of Ehe checks for cHp Headquarters.

Make sure alL checks have been stamped with the .pay t,o tshe Order of', stamp.Also, be sure they have been made ou! Eo Èhe paynent of the calífornia xighwayPaErol'. Make sure the receipt number is written in the Ìower rÍght-hand cornerof the check, and the check is signed.

-9-



IJ
The checks are banded t.ogether, t.he yel1ow receipE copies are banded. t.ogether
and boLh are put, in a 6 x g L/2 inch brown envelope.

The vouchers are separated (whÍEe copy from yelLow). File Ehe yellow copies
for three months; Ehen discard. Separate the whiEe copies by name of insurance
company. PuÈ a red rr0rr in the number of photos ordered section of voucher
unless photos were ordered- Band together white vouchers and place in a 6 x 9
r/2 inch brown enveJ.ope. Autach a green route sIÍp Eo AccounEing Section,
Àccounts Receivable (and name of person working there), from santa Rosa Area
(and your name), and the current, daEe. The following four iEems summaríze the
procedures for submission of credit slips from rnsurance Companies: L. For
credít purchases oÈher than accident reports, Commands are to indicate in red
the amounE charged (Ehese are usually lvtAIT repoïLs, photographs and CHp tBOt'Vehicle Report"), 2, Credit purchase slips from different companies shall be
sorÈed and baÈched by Insurance Companies, 3. CiedÍE purchase slips ehal1 not
be at'tached or Íncluded with bhe CHP 230/ ,rTransmÍcual- Record'r, and, 4. CrediE
purchase slips musE be sent aL least weekly Eo Accounting Section, Accounts
Receivable UniL.

Tlæe cHP Form 230, TransmiEt.al, in tríplicaEe. First two copies are stapled to
ouÈside of the envelope for CHP Headquarters with checks and yeì-low receipts
ínside, and any original attachments (original-s of 247,s, subpoenas, bid forms,
etc.)' The stub from the money order is given Lo supervisor. Any file copy
attachments are at,t,ached, such as 247 | s, subpoenas, bÍd forms, etc. , t.o Ehe
fiJ-e copy of the 230.

If a check is senE to CHP HeadquarE,ers with the signature tefL of,f,
Headquarters will return the check Lo you. It is then returned to the party
who wrot'e iÈ along with a note asking for a signaEure. Make a phoEocopy of the
check and Ehe note for your file. Place in folder marked 'rMailr. puu our
return address stamp on t.he noEe. Hold Ehe ye1low counter receipt until the
check comes back signed, Ehen add it, in with Ehe nexL weekrs transmittal Eo
Headquarters.

ff an overpayment of g5 ot less is received, the work "Overpayment,,' and the
amounE shall be wriE.ten in the blank space of Ehe uy¡re of sale section of the
counter receipt.. If the overpaymenE is over $5, the word 'rRefundu and the
amounu shal-L be written j-n Ehe blank space of the t¡>e of sale section.

If there ís a shortage in the cash drawer over $6, a memorand,um from the
CapEain is required.

Keep Counter Receipt,s six monEhs afEer audÍtor leaves or three years.
for the Transmitt,als)

(Same

-l_0 -



If íE is necessary to conEacu CHP Headquarters regardíng any matter pertainÍng
to Arears cash transmlbtal procees, call (9X5) 3js_21gg. our currenu coneact
person at AccounEing Secbion, AccounEs Receivable is Sylvia. If you have any
queÊEions of a legal_ naLure, contacÈ Legal Çoordlnatíon Unít at x-915_6s7-72s7
and ask for Èhe person who used. Èo do Nanette,s job. NanetÈe is no longer
working there, and no one else is eurrently assÍgned her position as of s-t7-01. rf the 230 Ís aceídenEally returned t,o us by the mailroom, theÍr number is
(9x6',) 37s - s8s7.

- 11-



STATE OF CALIFORNÍA
DEPARTII4ENT OF CALIFORNTA Hlcl{\¡VAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls

Page 1of 3

00fTìm8nct:

Santa Rosa
0¡vl9l0n;
Golden Gale

NUfnþ€r:

EvEruatêd þy:

Nancy Potter
ual9:

12t30t08
Asstst€d Þy: Date

li:;i:YßÏ::11t","11'y.^:î9lyll111t:Tyjt[",Y"-']lllil:l:1.*'Íq, orrirl in the branks as rndic€red, Any drscrepancies wirh poricy,
ffi;;kJ; iliä:'Ãiiñilìi; Ë,ïil¿licnrenanninq çndlar dafi¡lan¡la¡ ¡tralf a^ ,¡^^..-^-¿-i

Furlhermore, lhe memorandum shalr inctude anv rortow-uo änøãii"iiålir"Jålìil,îi"iiïrã^-'ñ"rÃi.'r"-..;'l'"',':":',iî:"J:ïl:i:'l:'l'¡x¡r,i^^

TYPE OF fN$PËCTION

n Divísion Level E Command Levef

E Omce of lnspectíons BVoluntary Setf-lnspection

Follow-up Required:
ß yes E ¡,lo ! follow-Up tnspection

uommanoef s ÞtgnatuÍe:

/4-q uê
uete:

/2/e/ /a IFor applicable policies, refer tõ ffi
Manual (SAM), HP¡/ 1 1.1, Chapter 4, and HpM 11,2,
Chapter 2, ///

y tnvotveo tn revtewng and
elated to receiving and

?
ElYes nruo ü ru¡n Remarks:

¿. uoes ¡ne command have standard operating
Procedur.es (SOp) to provide necessáry guidllines
for overall management and accountabìti[y ot
receiving and preparing collections?

! Yes E t'lo ! ru¡n Rema¡ks:

lRlYes I t'lo l-l vn Remarks:

Doesthecommand@
duties for the cash receipt process?

4

fTlYes [lruo D ru¡R Remarks:
5. lsaccesstotnesa@

restricted? ü Yes f-l t,lo El ru¡N Remarks:

6, Does a record e
to the safe and/or vault and when changes in access
occur?

! ves ! tio Elrure Remarks:

7. Was the lo
number of
combination, transferred oul of the Area, or no fonger

....- requires access?

n Yes ! t'to E N¡n Remarks:

L lsthesafesecurety@
D Yes []ruo [7]-vR Remarks:

v. Are weeKty transm¡ttal reports prepared ín
accordance with departmental policy? E Yes fl wo ll vn Remarks:

u, rs rne weeKty transmÍttat report(s) submitted to Fiscal
Management Section (FMS) within five working days
I'ollowjng the week covered bv the reoort?

ß Yes n ¡¡o Drun Remarks:

Cl.lP 680c (RÊv. 09.081 Opt OlO
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sr¡re or *irFoRNrA
DEPARTÏTENT OF CALÍ FORNÍA HIGI.IWAY PATROL

INSPECTION PROGRAM
Chapler 4
FiscalControls

Page 3 of 3

26. Were change funds used to cash checks, money
orders or cash ier/travelers checks?. [] Yes ñl No l-l run Remarks:

27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adequate to safeouard cash?

E Yes üruo ! N/A Remarks:

28. Are all petty cash purchases under $50?
FlYes [] t'to flvR Remarks:

29. ls petty cash used to purchase prohibited items?
Ll Yes Ë[ t'lo N N/A Rernarks:

30. Did the comrnand circumvsnt the dollar limitation by
splittinq the purchase? E Yes E[l.lo E ru¡n Remarks:

31. ls a petty cash custodian designated by the
commander? ßlYes fl t'lo E ¡¡¿N Remarks:

CHP 68oG (Rov 09'08) OPI 0t0



srarl or cnuiron¡¡n
DEPARTMENT OF CALIFORNIA HIGIiWAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls

Page 1 of 3

Command:

Santa Rosa
Division:
Golden Gale

Number:

EValualeo 0y:

Nancv Potter
Date:

12130108
Assisted by: Date:

INSTRUCTIONS: Answer individual itemslrith "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies wilh policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section, Additionally, such
discrepancies and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken, lf this form is used as a Follow-up lnspection,
lhe "Follow-up lnspection" box shall be marked and only deficient ilems need to be re-inspected.

TYPE OF INSPECTION

fJ Division Level ! Command Level

n Off¡ce of lnspections $Voluntary Self-lnspection

Lead lnspector's Signature:

>1
Follow-up

Yes
Required;

!No n follow-Up lnspection
Commander's Signature;

/4&,_, dú:
Date;

Bþ'fot
For applicable policies, refer to State Administrative
Manual (SAM), HPM 11,1, Chapter 4, and HPM 11.2,
Chapter 2.

////

1. ls management actively involved in reviewing and
approving paperwork related to receiving and
preparino collections?

E yes nNo ü N/A Remarks:

2, Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receivinq and oreoarino collections?

n Yes E ¡lo n N/A Remarks:

3. Does the command have adequate separation of
duties for collections received? lTlYes l-l r.¡o N N/A Remarks:

4. Does the command have adequate separation of
duties for the cash receipt orocess? lllYes [lruo l-l ru¡n Remarks:

5, ls access to the safe and/or vault appropriately
restrícted? E Yes n ¡¡o ß ru¿R

Remarks:

6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access
occur?

n Yes ! ¡¡o EÌ rurn Remarks:

7. Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
requires access?

n Yes ! tlo E ruln Remarks:

B. ls the safe securely anchored to the building?
I Yes [l r.¡o l-+N/A Remarks:

L Are weekly transmittal reports prepared in
accordance wíth deoartmental oolicv? R Yes l ¡to n N/A Remarks:

10. ls the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS)within five working days
following the week covered bv the report?

ß Yes nNo n ruln Remarks:

CHP 680G lR€v 09-08) OPI 010
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srnr! or cnlipoRrun
DEPARTMENT OF CALIFORNÍA HIGI-IWAY PATROL

INSPEGTION PROGRAM
Chapter 4
Fiscal Controls

11. Does the command submit the following forms
with the weekly transmittal when applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, Evidence/Property ReceipVReport

(Unclaimed Property).
(3) STD 634, Absence and AdditionalTime Worked

Report, for jury duty,
(4) CHP 221,Malicious Damage Report.
(5) CHP 464,Traftic ControlCost Estimate -

Advance Deposit.
16) Civilsubpoena,

ElYes ! tlo n ¡¡¡n Remarks:

12. ls a memorandum for cash shortages prepared if
necessary? E Yes f*l tlo ¡ N/A Remarks:

13. Does the command ensure the information written on
the counter receipt is complete and legible? lTlYes E tr¡o Evn Remarks:

14. Was a counter receipt issued for each witness fee
deposit received? 17l Yes ll ¡to ll tyR Remarks:

15. Was a counter receipt issued for each movie,. wide-load. and soecial event detaills)? f7ìYes lNo N N/A Remarks:

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

E Yes nruo []run Remarks:

17. ls sales tax added to items that are not for resale?
FlYes [lNo TI NiA Remarks:

18. Are all counter receipts pre-numbered and issued in
numerical sequence? F Yes ll ruo l-l ruln Remarks:

19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 206A,
Credit Memo - Non- Eouioment?

I Yes ! tlo E N¡a Remarks: No transfers made.

20. ls the STD 439, Dísbursement Voucher, properly
authorized and completed to support expenditure? fl Yes fl ¡¡o El uln Remarks: Not needed. Had receipts

21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscal vear?

H yes n tlo n N¡n Remarks:

22. ls the CHP 264 properly authorized?
FlYes ll tlo ll t'llR Remarks:

23, Does the totaf amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
chanqe funds?

E Yes nruo [] ¡¡n Remarks:

24. ls there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or desiqnated person?

E Yes nruo ü rurn Remarks:

25, Are overages and shortages of the petty cash
funds reported to Fiscaf Manaqement Section? FlYes l ¡¡o ll vn Remarks:

CHP 600G (Rov. 0948) OPI 010
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DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls

Page 3 of 3

26. Were change funds used to cash checks, money
orders or cashier/travelers checks? f-ì Yes l7 tilo l-l N/A Rema¡ks:

27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adequate to safeouard cash?

S Yes nruo n N/A Romarks:

28. Are all petty cash purchases under $50?
ßìYes [-l t¡o ll vn Remarks:

29. ls petty cash used to purchase prohibited items?
E Yes Hno f-l ¡r¡R Remarks:

30. Díd the command circumvent the doffar limitation by
spfittinq the purchase? E Yes GI tlo l-l tyR Remarks:

31. ls a petty cash custodian designated by the
commander? fïl Yes l*J ¡¡o ll run Remarks:

CHI¡ 6BOG (Rôv 09.0E) OPI 010



Statc of Califon¡ia

Memorandum

l)ate:

'l'o:

Iìrorn:

File No.:

Subject:

Busincss, Transportation a ntl Ì lousi n g Agcncy

July 2,2008

Golden Gate Division

DEPARTMENT OF CAI,IF'OIINIA T{IGTIWAY PATROI,
Solano Area

365.11759.117s9

DIVISION IìOCUS - MAY 2OO8 - FTNANCIAT, ACCOIJNI'IN(ì ANI)
'IRANSA(]'fIONS

Utilizing the plocedures outlined in FIPM I 1.2, Chapters 4&6, and FIPG, 22.1 Chaptcrs 5& I 5 as

a guidc; Area has evaluated functions involving fìnancial accounting or transactions involvitrg

money and sale of reports, Area is in compliance with allthe standards set l'orth in policl,ancl

stlictly adhelcs to the weekly transmittal reports, monthly calcard, and proper use of'Lhc X-

nurnbel systern,

SIJSAN WARD, Capthin
Solano Area (lommande

CllP 51W' (Rev I l-86) OPI 076

Sctfety, Service, ond Security



STATÊ OF CALIFORN'A
DEPARTMENT OF CALIFORNIA HIGI.IWAY PATROL

COIVIMAND INSPECTION PROG RAM
EXCEPTIONS DOCUMËNT

Çommand:

Solano Area
urvtston;

Golden Gate
çnapter:

3
lnspecled by:

Lt. Zacharv Johnson
Date:

12t22t2008
__:-::==================_==========:==============:=========::=========__

e lyped. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
lnspection number. Under "Forward lo:" enter tñe next level of command where lhe document
document shall be utilized t document innovalive praclices, suggeslions for slatewide

:::i;:::,,,=^':,1::-,,1,:,^"_:.::],ufe,,Ç,es, 
Çorrective acrion prans, and may oe useã t; ;óË;ì;;,íi;ì;.-ÂbùË?ïìñ¿ft;¿Ààiiimay be used if.additional

TYPE OF INSPECTION

! Division Level X Comrnand Level

! Executive Office Level

[J Corrective Actíon Plan lncluded

! Appeallnctuded

X Attachments lncluded

Follow-up Required;

Eyes ñru0

Forward to:
Golden Gate Division

Due Date; _12129t08_

s Signature:

"O

Date:

(2f 2.¡/o¿
Chapter lnspection:

%-.

N/A

,-.-.-...-..-.t

N/A

Inspector's Findinos:
Cafca!'_C program - There were STD 204à
There were no forms for "one-shot" vendors. The CIWMB form74 was not being utilized; althou'gh in the
manual, no one was aware of this form, At the time of the inspection, no one in Area had attend-ed

The Calcard program was found to be in cornpliance, other then the 74form.
n compliance. This program is mainly handled at the HQ level. Area uses ARMS
payments. vendors are contacted for contract compfiance,)ur,chases.prog,ram - SeveralArea personnel have attended ReDS (Requisition Delívery System)

raining. Procurement trainíng is beíng scheduled at the Divisíon level. A signed copy of itre'pg wâs
reing sent to FMS upon defivery, but not the Packing slip, Purchase progrãm was iounO in compliance.
( - Number proglarn - Found to be in cornpliance,

lP 68OA (Rev 09.08) OPI 01O



STA EOF CALIFORNIA
OEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMËNT

Page 2

Oommand:

Solano Area
Div¡s¡on:

Golden Gate
unapter:

3
lnspecled by:

Lt. Zacharv Johnson
Date:

12122t2008

Comrna nder's Response :

lnspector's Cornments;

Required Action

Corrective Action Plan/Timeline

The corrections were taken care of as the inspection progressed, The Calcard files were being
maintained in two different locations, the office supervisor's desk and the administrative sergeant's desk.
It's okay for each to have working copies of files readily available to them for use; however, the
command file must be maintained in the general files cabinet for access by other personnel, A vendor
list was establíshed that wilf be kept separately for ease of notifications and information. A STD 2Q4 and
21 file was established inside of the Calcard fíle for easy reference, All personnel who will usually
receive goods shipped to the office have been notified to provide the administrative lieutenant or
sergeant wÍth the packing slip to be sent to FMS.

Golden Gate Division has scheduled Procurement training for early 2009, Area is currently in the hiring -
process for an Office Services Supervisor; that position monitors the ARMS,

llP 6804 lRsv. 09-C€) OPI 010



STAfE OF CALIFORNIA
óEpRnrurtw oF oALIFoRNIA HlGl-lwAY PATRoL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT

Page 3

Command:
Snlano Area

Division:

Golden Gate
Chapler:

3
Date:

1212212008

nopeai prõcessi (Appeals shatt blfileq w¡thtn ftv? (5)þ!tlqfÉdÆ{Usq{jj

Conrmande/s Basis for APPça[

I Review/Decision: (This shall be the onlv level of 
.

tèad lnspector's Signature:

CHP 6804 (Rev 09'08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNÍA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Cornmand Procurements
Cal-Card Program

Page 1of2

u0mman0:

Solano Area
0ivision:
Golden Gate

Nurnber:
365

Evaluated by:

Lt, Zacharv Johnson
Date:

12t2212008
Assisted by: Date:

::===::===:=========:=======::=======L-- ---*---J=

TNSTRUCTIONS: Answer índividual ilems w¡th "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commenled on via the "Remarksn section. Addilionally, such

Ois'crepancieõ and/or deficíencies shall be documenled on an Exceplions Document and addressed to the nexl level of cornmand.

Furtherrnore, the Exceptions Document shall include any follow-up and/or corrective aclion(s) laken. lf this forrn is used as a Follow-up

TYPE OF INSPECTION

E Divisíon Level n Command Level

n Executive Office Level X Voluntary Self-lnspection

Lead lnspeclor's Signature:

Follow-up Required:
ll Yes X t¡o

lJ Follow-up lnspection Date:

rr- l¿1 /o?

Forapplicable policy, referto: HPM 11.2, Chapter3

1. Are allemployees associated wilh the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnterest Stalernent, Employee, form?

x Yes fl¡lo fl N/A Remarks;

2. Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

X Yes nNo I N/A Remarks:

3, Are STD. 204 Payee Data Record forrns rnaintained
in the Cal Gard cornmand file for each vendor
utilized?

X Yes []ruo ! N/A Remarks:

4. Are California lntegrated Waste Management Board
Form74 documents maintained for each vendor
utilized?

D ves X ¡to n ruln Remarks: This form was made aware
of during inspection. Will be used
from now on.

5, lf the vendor is a srnall business or DVBE is utilized,
is the certification letter from the Department of
General Seruices maintained in the file?

ü Yes nruo X ru¡E Remarks: No DVBE on record being
used. 

.

6. When fair and reasonable is utilized, is the faír and
reasonable rnethod documented and properly
justifíed?

n ves DNo Xvn Remarks:

7. Are purchases split ínto multiple transactions in order
to circurnvent transaction purchase limits? n Yes Xl No D ruln Remarks:

B. Does the CHP 317 Cal Card Log fully describe t
purchase? X Yes fl No n Nln Remarks:

9. Are bank statements recon
Cal Card Log and the receí

;iled with the CHP 317
rts/invoices? X Yes fJ No fl N/A Remarks:

CllP 6800(Rov 09-08)OPl 010



Page 2of2
STATEOF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Cornmand Procurements
CaþCard Program

10. ls the CHP 317 Cal Card Log properly authorized
and maintained? I Yes nNo n N¡n Remarks:

11. Are credit invoices/receipts for returned items
maintained with the bank statement? X Yes nno ¡ N/A Remarks:

12. Ðo non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

X Yes Druo n ¡¡n Remarks:

13. Are Caf Cards maintained in a secure area?
K Yes ll ¡lo ñvn Remarks;

14. Are Cal Card purchases pre-approved by the
commander? X Yes f] r.¡o []run Remarks: Or designee

15. Have allcardholders received training on the
Department's procurement processes? I Yes X t¡o [] N/A Remarks: fraining is scheduled ln

2009.

16. Are item(s) purchased with the Cal Card prohibited
by depaímental policy? n Yes K tlo []vn Remarks:

)HP 6800(Rov 09.00)OPl 0t0



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
¡NSPECTION CHECKLIST
Chapter 3, Command Procurements

Contracts

Page 1 ol4

Command:

Solano Area
Dvso n

Golden Gate
Number:

365
Evaluated bY:

Lt, Zacharv Johnson
Date:

1212212008
Assisted by: Date:

:========:=:::========== =====:==============:===::============:=:=====:===:===:==
tNsïRUCTtONS: Answer individuat items with"Yes" or'No" answers, or lill in rhe bfanks as indicated.-,.1Îl jj:::tplxinijllt:H
,H,i#l'"'Ëiì'o"iiliii, Jäi,iåäiå""ätåä'¡n tnã-in'p""ùo1' ;n91,9¡ .1...'t:g^*':ljl:"IiT:iH ::$ fli"åiiiffill¡Ì*nåß:iï:fJ::Hiffi:ti'""iiäiil:idii'âlil'iä"tåli;.ìr Ë;;iiqi:'::y1;ltllf:915::::'îJl;:,ï'J::1Ji;i1iÊlî.
Ë'ff1'J..il"i5:fi:iÏffi;,äi'öãi,i#ll,î;ìffiä;ü ö'ãffiöälðr corrective action(s) taken. rr this rorm is used as a Forrow-up

lnsoeclion, the "Follow'up ion" box shall be martêd and only deficienl ¡teml¡1gg! to !9-te1tsÆ914

-iFrffispecrloH

! Division Levet ! Command Level

! Executive Office Level X Voiuntary Self-lnspection

Follow-uP Required:
[-l Yes X tlo

LJ Follow-up lnsPect¡on

For applicable policy, refer to: HPM 1 1.1, Chapter 22

! Yes !No x N/A Remarks: All contracts are negotiated

with conlract servic¡s unit.
1, ls a CHP 78 Contract Request used to lnlllate all

service contracts which are repetitive, regardless of

the estimated dollar value?

X ru¡N
Remarks:ßaCUP 79 Contract Request used forone-tlme

services exceeding $4,999,99? ú ves nruo

fi Yes ü t¡o n ruln Remarks: Code is lísted on current

Çontracts
3. nterest (ul'l) $aÇKlng

h the requesting command
used, followed bY "CP'ifor
n the CHP 78?

ñ Yes nuo ! N/A Remarks:4. ls the performance of contract servlces

and docurnented?

ñ Yes nNo fl Mn Remarks:5. Are all copies of correspondence wrtn rne venool
maintained?

D Yes û tlo Xvn Remarks: Non-issue the Past 12

months with vendors.
ô, Are letters for contracts documenteo ano rnalnlalnea

which outline any problems related to substandard or

non-performance of the vendor?

É Yes n ¡lo X ru¡n Remarks:7. ls the final product to be dellvereo oescrroeo

specifically and in as much detail as possible in the

CHP 78?

Remarks:I ned,
als
1.1,
P

7BA?

! Yes DNo E N/A

CHP 68OF (Rev 09-08) OPI 010
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STATE OF QALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAN D TNSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Contracts

ervices less than six
d start date of the contract
Commissioner, Staff, for

X Yes Ilo [] N/A Remarks ; Range contracls

X Yes nruo ! Nln Remarks:10, ls allwork completed and accepleo Dy Ine

Departrnent before expiration of contract agreement?

X Yes nNo ¡ N/A Remarks:

X Yes

X Yes

!No n N/A Remarks:12. Are invoices for payment revleweo ano approveo Io

substantiate expenditures for work performed and to

prevent Penalties being assessed?

!No I ruin Remarks: ARMS - Allocated

Resources Managemenl SYstem
13, Are contract expenditures monltoreo Io ensure tnere

are sufficient funds to pay for all services rendered

as required bY contract?

ctor has fulfilled

all requirernents of the re approving the

final invoice?
K Yes ! tlo D Nln Remarks:

X Yes nruo û Nrn
Remarks:15. ls the final invoige ¡dentlrleo ano approveq' as

appropriate and forwarded to Fiscal Management

Section for PaYrnent?

n Yes [ruo x N/A Remarks:16, Are all applicable folm sectlons ot tne UHH /Õ
completed?

mÍtigate the loss or impairment of life, health'
proþerty, or essential public senvices?

n Yes fl t'to X NrR
Remarks:

D Yes nNo Xvn Remarks: All curent conlracts being

oerformed in Area was initiated
änd/or negotiated outsido of Area.

18. Are all employees assoclated wlln tne managelllerrr
of a contract cornpleting the CHP 78S, Conflict of
lnterest Statement, EmPloYee, form?

n ves !No X Nrn Remarks:19. Are problems concernlng lne contractor s
perfòrrnance fully documented in writíng and made a

ban of the contract rnanager's contractfile?

20 Are contt"act arnendment request dollar amounts
increased more than 30%? [-l Yes ñ tto D¡ N/A Remarks:

CHP 68OF (Rsv 09'08) OPI 010



Page 3 of 4

STATE OF CALIFORNIA
óËp¡nrn¡eNr oF cAtlFoRNlA H lcHwAY PATRoL

ôo¡vr¡unN D lNsPEcrloN PRoc RAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Contracts

CHf' 6OOF (Rev 09'08) OPI 010

endment request

more than one Year?

ôre the exPiration of

the original contract?

@HP 78, contract Request

initiated for any commercial meeting/conference

öt t.nttlwnicn is expected to exceed $4'999'99 in

total cost?

bommissioner, Staff?

exceeding the $500- 
F âay limit have pre-approvalfrom Assistant

E N/AIruoü Yes
Justice (DOJ) and

X uln!NoI Yes
r, but not
agreements, if
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STATE OF CALIFORNIA
óÈpnnrn¡e¡¡r oF oALIFoRNIA HlcrwAY PATRoL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Contracts

information- 
forwarded to Contract Services Unit (CSU)' along

with the contract nurnber for retention after

Commander review?

I Yes lNo X N¡N Remarks:

! Yes

E Yes

DNo x N/A Remarks:

lNo lrun Remarks:

n Yes X t¡o E ru¡N
Remarks:30. ls a log sneel malnlalneq IOr a urar y vl

related to the contract?

n Yes üNo X t¡lR Remarks:31. ls a computerflle prepareo Iot all serrtrdutÞ

administered?

n Yes D tlo x N/A RemarKs:32, ls a spreadsheel prgpareo llsllrl9 arr riÀPçrrvr(ure€

X ves !No ú N/A Remarks: On all newlY awarded

conlracts the vendors aro contacted.33, ls the notification to tne contraclor c¡euu

the staft date for services to begin?

! Yes nNo X ruln
Remarks:34, ls the contractor contacteo lo oelermlnc rr arr rr- 

htut þeen received in order to oversee the

completion of the contracl?

ü ves INo I N/A Remarks:35. Do consultant services conlracls or Þ I't- 
contain detailed performance criteria and a schedule

ioi fèrtormanceZ lSCw Vol' l, Ch' 3, Section 3'02'1)

! ves nNo I N/A Remarks:36. Does the contract file conlaln Ine Ð I L/'-- 
Evaluation form for consultant contracts?
(SCM Vol. l, Ch, 3, Section 3'02'5)

n Yes fl No X ¡ux Remarks:37. Does Contract worK only oegln aIIeI ¡rpPruvdr vr-' 
i¡ni 

"ontract? 
(SCM /ot' 1' Ch' 4, Section 4'09)

! Yes nNo x N/A Remaff(s;38. Are the requtrements lor t.:ove¡ t¡rrreuI \
- - 

19i 30 (a) ór (b) documented and justified for

pãtsonàriervic'e contracts? (GC 19130 & SCM Vol' I'

C .7, Section 7.05)

n Yes úNo Xl rurn Remarks:39. Are any contract paymenls maqe Pnur
apprc of the contract? (SCM Vol' l'

ch.4,

CHP 6EOF lRâv 09'08) OPl010



1of 3

STATE OF CALIFORNIA
óäËnnirr¡eÑr oF oALIFoRNIA HIGHwAY PATRoL

ööMMÀND INSP icTloN PRocRAM
INSPECTION CHECKL¡ST
Chapter 3, Cornmand Procurements

Purchases

:===:::==:===:==========:====:==-=====::-----::-=-=.=.=:=:':::^::Ï::^=:;;;";;;ñ;;=:
ffiffiñ-;' ;^'-";ffiffi;.*i l-, :t.lî 3llyîÍ'r::i'iinî3*;:iÅ:'iåXå}årliJilÏ'Xäiäiå"i'::li:il'
S:[åii'Ï?],',,#î:1'l3ir[iX{lËËiüi'dlËüää1[*i#il1#i*:äJ*.Sît*ii::l',:1.'1ii¡ffiTri"'äpól¡caOle legal stalues, or defìciencies.noled in.lne lnspecllons srrarr ue uurrrrrr'rrreu ' 

á to tft" next level of command'

discrepancies and/or o'jrä*Jiã' 
'Àuriu' 

oo"';lt"l-"1^11.:i':p"t:îX.?::gi::TÎå',ili:i:" lf this form is used as a Forrr

isil'l;;:::;iii:j;Ífiïffi,',|;llii.:îîTi,il':"i"?iilHlff?äl;,iïäï,:ä;¿i;ïiãi;; 
riìr'¡s to'm is used as a Forrow'up

spected.lù lJuvul I 19l ll e¡

lnspection" box

Golden Gatq
uomman0:

Solano Area
lale:
1212212008Lt. Zacharv Johnson

D Division Level ! Comrnand Level

n Executive Office Level I Voluntary Self-lnspection

fJ Follow-uP lnsPectionfotlow-uP Required:

!ves XNo

For applicable policy, refer to: HPM 1 1'2' Chapler 7

gmelt Process at the' 
tåil'tánd'level familiai with the retated policies and

procedures for Purchasin g?

Remarks: Training being otfered lat-e

2008 and in 2009'
es received

procurement training?

Remarks: 10 CHP 43's revieweQ for

FY 2007-2008
n CHP 43' Purchases

Requisitions?

r Supplies for personally - owned equipment

. Commodities for Personal use

. Confirming order
r Purchases via the internet

DNo

XNo

Requisitions'
ainable from

^..,tÅ^
dífferent suppliers or lrom olnerent statewide

commoditY contracts?

on the CHP 43'

a-nretñe c@s' numbered- ;ffi;riiuéty' siarting anew at the beginning of each

Purchase Requisition?

fiscal Year (JutY 1)?

7 se of goods
ner, Staff, for

Remarks: Supplier ínfo blank when

state suppl¡er used, e'9, PIA or

C l.{P 6sOC (Rsv 09'08) OPI 0lO
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STATE OF CALIFORNIA

óËpanrNer.¡r oF cALIFoRNIA HIcHWAY PATRoL

Co¡vrunND lNSPEcrloN PRocRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Purchases

Rematks: None Purchasedhased contain the

or OPI aPProvals? ú Yes nNo X ¡¡rn

n urn Remarks:
X Yes !No9, Are the ÇHP 43' FUrCnaSe ñe(ìulÞllrvrrù'

comPetitivelY bid?

X Yes fl No n ruln
Rernarks:10. Does the ÇHP 31þ' Hrlce Uompal lsurr vv(J¡

document at least two price quotations?

n Yes fl No X nrn Remarks:11. Are Lim¡ted Oompetll¡ve Þloalng Pulr'rra)v rsgvsùre

inat limit or restriðt the purchase to one specific 
^ . . .

ótán¿ or rnodeljustified and in compliance with SAM

3555?

! Yes

I Yes

fl No X f.¡ln
Remarks:12. Are Limited Compeütlve tlloolng PurerraÞË rìi\4usì'- 

ioiitãt. that interface with existing departmental

equipment in compliance with SAM 3555'3?

n ¡lo x N/A
Remarks:13. Do Non-Oompet[lve E lo (l\un/ PulY'I"1" rqqveÈre'- 

.oitrin the N'CB justifi ;ation and NCB Corrective

Action Plan documents?

X Yes !No E ruln
Remarks:14. Are items cnecKeo lmmeolalery rur vu

damage when delivered?

XlYes lNo n N/A
Remarks:15, ls the " o[ [ne Purctì-dsu L

approv forwarded to the Fiscal

Manag (FMS), Account,PaYable Unit'

within t days of receipt' if all items are

accePted?

Rematks: lt was unknown that was a

requirement. Future PO's sent to
pH,is witt have required documents'

I Yes X l.¡o D uln16. Are freight and/or pacKlng sllps attirurrtz'- 
ieCe¡veã copy of the purchase order and sent to

FMS?

n Yes ENo X ru¿n
Remarks: No Partial shipm€nts

received last 12 months
17. ls FMS provided a pnorocopy ortne Pur

and any approved freight or packing. slips as

å.kno"ÍltOgement tha[ a portion of the order has

been received?

retained bY the'- 
commanð for completion and forwarding to the FMS

when the compþleshipment is rece,ive9? --7-
ú. Ãre@leliÙereo bY common carr¡er- 

a;knowledged o. the freight bill by the carrier's driver

before being accePted?

X Yes úNo n uln Remarks:

Remarks: No items received

damagedn Yes !No E3 N/A

cHP 68oc (Rov 094E) oPl o10
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STATE OF CALIFORNIA
OTPRNTH¡CruT OF CATIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Purchases

Remarks: Telephono conlact followeà

by oonfirming e-mail'
Zo.-urcnasing Services Unit (PSU) notified

immediately 
-by 

telephone, followed in writing either

by a memoiandum cancellation

oi the requisition or f it is

determined that a c on a CHP 43

ís no longer needed and a purchase order has not

yet been PrePared?

icallY reviewed and

investigated to ensure t are notopened for

an unreasonable length of time. (SAM 8422'0)

@ ièquisitions and purc-hase

orders maintainecjfor three years after payment?

(SCM Vol. ll, Ch. 11, ToPic 4)

Remarks; Atlached to llle coPY of
cHP 43.

ffinted to create a PaPer trail

documenting the basis of the decisions made for the

purchase? (SCM Vol ll Ch. 2, ToPic 11)

ade comPetitive
umvent the

Department's delegated purchase- authority limits?

rPùblic Contracts Code Sectiq4 l !92-9I-

CHP 680C (Rev 0948) OPI 010



STATE OF CALITORNIA

óËËÀ-nirt¡enf oF cALIFoRNIA HIGI.rwAY PATRoL

ôövlvlnND INSP :crloN PRocRAM
INSPECT¡ON CHECKLIST
Chapter 3, Command Procurements

X-Number Program

=======:==:==::===:============= ========================================-----*---
INSTRUCTIONS: Answer individual items " answ

aoolicable leqal statues, or deficiencies no ons sh

Page 1of2

Command:

Solano Area
Division

Golden Gate-

Number:

365

Evaluated bY:
I r 7a¡I¡anr lnhnson

Date:

1212212008
Date:

Assisted bYì

n
!

Eõ-r trusPecrloN

Division Level f]Command Level

ExecutiveOfficeLevel [lVoluntarySelf-lnspection D¡le

Follow-uP lnspection

t-'l Voo M Nn I

T 2dnders"'Ï:"' O lrzìzslof
/'

For applicable policy, refer to: HPM 11 '1' Chapter 23

Remarks:
E ves

X Yes

XNo ! rulni. Are multiple X Numþers awarqeq te rrrv Þq' 
io ã¡tðr.ventthe $4,999 contract limit?

lNo n N/A Remarks:2. Does all X Numþer Tlle ooÇurllerrtatrvl

STD. 204 PaYee Data Record?

Remarks:
D Yes I t'lo Xl N/A3. Do X Nurnbgrs requlrlng a cotìtt aul \r'n'r Jc¡r rrrvr rqr vr

r.ãát"áping) have prioiappro-val from the Business

Services Section commander?

.lala tha
RemarKs:I Yes XNo E ¡l¡n4. Are X Nurnþer requess rtrðutt Pr

services are Performed?

Remarks;
XlYes [-l t'lo f-ì ¡r¡R5. Are X Numoers lssue0 [or i' 9rrÞ-trrrrv Lrùs I

- ,,. : : :lìllllll ,,lillli-V
n Yes XNo ! nln Remarks:6, Are prontottgo sefvlces Pellerrrrr'r'¡ uùrrrv

Number?

Remarks:
K Yes nNo ü n¡n7. Are X NumOers useo lol- trle Pr euurçrrrs

tä.." and not the purchase of a commodity?

! ves !No x N/A
Remarks: No services rendered

Rernarks:

B. Are X Nurnbers lssueo lor leleÇerlrrIru

related services Pre-aPProved bY

Telecomrnu nicatio ns Section?

fi Yes !No D N/A9. Do X Nurnbers useo [or Taçllltles ler"ttvt

(t-uåÀ 
"a 

roof repair, electrical) costing.over $1'000

ñave prior approval fron Facilities Sectìon?

I Yes lNo E rurn Remarks: "X" numbers are issued by

Facilities Section.10. DoX Nurn0ers fsSUeO IOr laPÞt,u uvrrtrc'-' 
ãor..-"nts have prior approval by the appropriate

AËsistant Gornrnissione r?

CllP 68OE (Rov O9'0Sl OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Prograrn

11, Do allX Numbers awarded to a non-smallbusiness
vendor contain three pr¡ce quotations? ñ Yes nruo ! ¡Yn Rernarks:

12. Oo all X Numbers awarded to a small business
vendor contain the smallbusiness certification from
the Department of General Services (DGS)?

K ves !No D ruln Remarks:

13. Does the file documentation contain the STD. 21

Drug Free workplace certification for X Number
vendors?

E Yes nNo Ivn Remarks:

14. Do emergency service X Numbers document and
justify the emergencY K Yes üruo fl N/A Remarks:

15. ls the itemized invoice for each X Number service
maintained in the command's files? X Yes ! t'¡o n N/A Remarks:

CllP 6B0E lRov. 09'0E) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIIVVAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 1

Command:

Solano Area
Divis¡on:

Golden Gate
çnapter;

4
lnspected by:

Lt, Cheryl Skare
Date:

8121/2008
Flscal Gont

and T¡ansmít

-_--:===
il!n[ylrTi?i"Ì.::|',"iï',i:i ïf::i"lv,L,?Í;9ll*,,:lpiîgi1!Ìl-"Ies,as necessary, or rir ín the branks as indicared. Enrer rhe chapter
i;i,i.j:j,11",'?jl?i,il,i *j:.9,::,:íi::,i.t tyltË"iü;;""ä*;'ãì.ftiìÈlifuiJli ËJ:f"?::X.',,ffiI'äiäini'å::ffi..1¡'*
ij3[?ilii,11.f"îl?åj*,:X,:,jfl:j"tl::.*::g!¡"iiÀä,tiiiä råäili,iåïi ,il]ä,ï,i:.'[,å,,,ii,,i "J,i#:1il.'.iJ'""Jåiï,,i:
å:ål',#i:::i:::'itl:î,:jjcíencies, 

correcrive action lians,ä;ffi;; Ë.iä,i;:;;å;iHå,;ii:'i¡",ïËälill,ìå:ïåiåiåi be used iraddílional space is reeui

TYPE OF INSPECTION

! Dívision Levet I Command Level

E Executive Office Level

Corrective Action Plan lncluded

Appeal lncluded

Attachments lncluded

D

¡
X

Follow-up Required:

!ves Xwo

Forward to: 
-

Golden,Çate Division

Due Date;

Date:

08t29t2008

9lqgtetlnspection : Two-EvíOen ce

No innovative practices were obserued

for Statewide I

None.

An inspection of all 2008 transmittals, counter receipts, and petty cash documents was conducted,
There is adequate separation of duties between the sales of it.rs, tñã collection of cash, the
security of cash, and the-weekly transmittals as required in the Stãte Ádrín¡.trrtive Manual (SAM).
Area does not have a safe or vault.

Pgtty Cash/-Changq Fund:

The petty cash and change funds were located in separate areas, The change fund was kept in alock-box in a locked drawer within the front counter. 'The 
chángã rrnã .ontained $4o.oO,

Ïhe petty cash was kept in a different lock-box and locked ínside a cabinet in the clericaloffice, Anaudit ínspection oj lhe petty cash lock-box was conducted and found to contain an accurate cashbalance and receipts to total $200.00,

A review of the
several records Request) forms revealed that there were

Per HPM 22'1' Voucher) forrn is required for all petty cash



Command:

Solano Area
Divisiou

Golden Gate
Çnapter;

4
Inspected by, 

_ '--
Lt, Cheryl Skare

Date:

Bt21t200B
Fiscal Controls. eè

and Transmlttals

STATE OF CALIFORNIA
DEPARTMENT OF CALÍFORNIA HIGI.WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2

fund expenditures, There were no sTD 439 forms located in the Area file during this inspection,

Coqnte,,r Receipts:

Ïhe counter receipts did contain adequate detaíl for each transaction as required in HpM 1 1 .1,chapter 4, Receipts matched cash on hand over tne sìo.oo barance.

None.

shall be flled wtthin five åarsrness

Commander's Basis for

eal R_evlew/Decision; ïhìs shatt neine

Signature:

È.€ à/',
(for appeal):ommander's
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STATE OF CALIFORNIA
DEPARTMENT OF CALIËORNIA HIGHWAY PATROL

INSPECTIONPROGRAIVI -'
Chapter 4
Fiscal Controls

==:====::==================
policy,

, such
d,'
lnspection,

Lt. Skare

ls man
approv

coilecltons'/
Does the co
Procedures
fa¿ ^,,^--¡¡ --for overall rnanagement and accountabilitv of
s:çeívI0æn q-plepari0g coilectioÃ s
Does the corn
duties for collections received? - - r -' sr

Does the
duties for

Þ

5

4

ls access to the andtor vauttappropEi$

2

3

restricted?

7.

Does a r
to the sa
occur?
was the lock combinaton cnanged= whên
num!.er of employees were awãre of thácombination, transferred out ot tfiã Ãräà,pqqires access?

an excess

or no longer

B, ls the securety anchoreo to ilËbüäãìig

Areweektyt@
accordance with departmentat þotic/i- 

"'
I

IYPE OF INSPECTION

! Division Level x[ command Levet

! Office of lnspections E Voluntary Setf_lnspection

Lead tnspi

Follow-up Required:
xf, ruoYes ! fottow,Up lnspection

For applíc
Manual (S
Chapter 2.

Remarksl Sales of ilerns, collect¡on
ot cash, secur¡ly of cash and weekly
transmíttal are handtod Þy different'
per-sons wilhin uniformed and non_

Remarks: No safe

Rema¡ks; Keys , locked drawers and
cabinets

Remarks: No safe/vaull

8oG lRev. 09.04) Opt OtO
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls

10 ls theweektytransminffi

1 ,'l

x!
Yes

Druo ! N¡a Remarks: Weekly on Fridays

¡a1itn-tf e_rye"r,ryt,.nJäiiJI*ü.ïåäillt"i,åi'
(1) CHP 265, Sate of Discarded Tirès/Junk

Ba tteries/Used Rotors,
(2) CHP 36, Evidence/property ReceipVReport

(Unclaimed Property).
(3) STD 634, Absence and Additional Ïime Worked

Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464,Traffic Controt Cost Estimate _

Advance Deposít,
(6) CÍvilsubpoena,

xD
Yes

!ruo n u¡n Remarks: One year of transmittal
reports inspected. There were no (l),
(2), (3), (4) located in the year.

necessary? 
çasn snonages prepared if

xl
Yes

fl ruo ENn Romarks:

evve urs vvilil,rot¡u trt tsute tIlE tnlormaUon wfltten 0n
the counter receipt is complete and legible? xfl

Yes
fltto n N/A Remarks:

, vev e vvu¡,rsf rsverpt tùòutiu tut cdull wllngss rge
deposít receíved? xn

Yes
nruo DNn Remarks:

r:"" : vvurrrer rsvetpt,ùÐugu tL)f eacn movle,
wide-load, and special event detail(s)? xD

Yes
Dno ü rule Remarks:

rçverPr tùùuYu tu, gao¡'l Salg,
including the sale of discarded tires, junk batteiies
used rotors, and other cash received?

7 l^ a¡l^- |Ãr, ^il^l ¡- :r-

D yes Dwo xfl
N/A

Remarks:

tçt ilÞ Utdt af e noI for rgsale'/
xfl
Yes

Eruo n N/A Remarks:

,v. nre qrr vvur rrqf rnuçtprs ptg-ItuIItgereo ano lssued in
numerical sequence?

l ô t^r^F^ r,^^^.*-

xI
Yes

nruo ! ¡¡ln Remarks:

I I treurPt uueKs/cgrllflca¡es
reported on a CHp 266A,

Pment?
I ves [ru0 xl

N/A

Remarks;

21

fiscal vear?
Da l¡ tha /^lJD

! Yes E ¡to
X

Remarks:

xfl
Yes

[] t¡o D ru¡e Remârks:

t. -v_ YtvlJçtty (¡uU¡ut t¿tiu I

-Þt
xn
Yes

Druo ! rule Remarks:

Remarks:

680G (Rev 09'08) OPI 0í0
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STATE OF CATIFORNIA
DEPARTMËNT OF CAL'FORNIA HIGI-IWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

receiptsintransiteq@
ohange funds?

24, ls tnur. Oo.
petty cash and cha.nge Íuno j perfoir"ã OV the
cgmmander or designated

S. fre overages
f unds reported to Fiscal ¡¡an, gò m€int'öect io n z

t806 (Rev 09.08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscaf Controls

26. Were change s used to cash checks, monef

Arech_angetuno@
over $200 kept in a safe, vault, or'rnoí* 

"r,.^cpr-ur a saTe, vault, 0r rnoney chest
to safeguard cash?

Remarks: Locked box wìthin locked
cabin6l

28,Areatt petty@

29. ls petty casñ useO lo p-ñ

Did the commañO
splitting the purchase?

31. lsapettycas@
comrnander?

Remarks: Lt. Johnson

680G lRev 09.08) OPt oto



Staúe of California

Memorandum

Date: June 5, 2008

To: Golderi Gate Division

Vv' biii
Business, Trarisportâtion and Housing Agenc)'

Fro¡n: DEPARTI\{0NT OF'CALIFORNIA HIGIIWAY PATROL
Cordelia Inspection Facility

File No. : 366.11076.10317

Subject: DIVISION FOCUS: FINANCIAL ACCOUNTING AND TRAI.{SACTIONS

Al evaluation of the Cordelia Inspection Facility accounting and transactions filing process was
conducted by Sergeant S. McCarur, ID 10317, to ensure procedures rvere iu place and follorved
regardíng the accountability and integrity of the Alea's asset forfeituro, petty cash, sale of reports
and other filrancial functions.

After interviewing Cordelia Inspection Facility's O.4., Christopher Wren, ID 413656, and
reviewing accounting and transactions submitted over the last 6 rnonths, it u,as determined that
the reports tendered had been prepared in accordance with policy and requirements as set forth,
The facility does not have an unusualiy high amount of transactions due to the fact that accident
reports are not typically taken at the facility and other cash related transactions are minimal.

Cash, checks, and receipts were accounted for on a regular basis and no shortages were noted.
There have been limited issues regarding the timely subrnission of reports, but they haVe been
rectified witlr personnel education, action, and follow up.

\^. C!.'r]í.rrøc-q-_
M. A. FERRELL, Lieutenant
Commander

CHP SÍWP (Rev. 11'86J OPt 076

Søfety, Seruice, and Securtty



State of California

Memorandum

Date: June 19,2008

To: Golden Gate Division

FTOTTT: DEPARTI\{ENT OF CALIFORNIA ITIGIilVAY PATROL
Cordelia lnspectìou Facility

File No,: 366,11076.i5139

Subject: DIVISION FOCUS: CHP 268, POTENTIAL CIVL LITIGATION REPORT,
STD 270, VEHICLE ACCIDENT REPORT, AND CHP 208, ACCIDENT
PREVENTION REP ORT, PRO CES S AND ACC OTINTAB ILITY.

On June L9,2008, Sergeant Duncan, #15139, perfonned an evaluation of Cordelia Inspection
Facility's accountability of CIIP 268s, STD 270s, and CHP 208s to ensure procedules were in
place and being follorved.

After reviewing Cordelia Inspection Facility's process, it u,as detemrined that the reports
prepared are in accordance with policy and requirenents. The facility does not have a high
uumber of potential civil litigation and./or accidelt reports. Year to date, the facility has prepared
one CIIP 268 and one STD 270 wittr a CHP 208.

There have been no issues regarding tlie tirnely submission of reports; however, all persorurel are
reminded of the importance to adhere to the established policies and requirements to ensure these
reports are conrpleted and submitted in a timely manner.

M. A. FERRELL, Lieutenarrt
Conrmander

tt 'J. (t,j q 'l

Business, Trans¡rortation and l{ousing Agencl'

CHP 51WP (Rev. 1 1.06) OPI 076

Safely, Seníce, arzd Secufity



State of California

I{emorantlum

Date: January 26,2009

To: Golden Gate Divisior:

ÐrV, ,lCl

Business, Tratxportation ard Tlousing Agency

Frorn: DEPARTI\ßNT OF CALIFORNiLA. HIGI-I\\/AY PATROL
Cordelia Insp ection Facility

File No.: 366.11016

Subject: CHAPTER 3 Al.tD 4 COMMAND INSPECTION FOLLO\ / tIP

Attached is a status report regarding the conrmand's Chapter 3 Command Inspection conducted
in December of 2008. Not all exceptions have been resoh'ed, as a result, another status report
rvill be provided within 30 days,

The exceptions indicted in the Chapter 4 inspection n'ere resolved during the inspection process; -
conse,quently, no further status documents regarding Chapter 4 will be submitted. If there are
any questions, please contact me.

Commander

Safety, Semice, and Security

cHP 51WP (Rèv. l.t-86) OPt 076



State of California

i\{emorandum

Date: January 22,2009

To: Cordelia Inspection Facility

Busiuess, Transportation and I{ousing Agencv

From: DEPARTNßNT OF CALIFORNIA HIGIil{/AY PATROL
Cordelia hrspection Facility

File No.: 366.A.13656

Subject: CON,ÍMAND INSPECTION PROGRAM - CHAPTER 3 PROGRESS REPORT

During our A¡ea's Comnrand Inspection Prograrn Chapter 3 documerrt review, s,e discovered
some discrepancies in our processes. Below is a list of the discrepancies and their cuneut status:

Cal-Card aud X-Numbers discrep4rlcies:

o Missing STD. 2ls, STD. 204s, Fonl 74s, small business and DVBE certification letters
for sorne of the vendors we use.

. Of the forms we have, sonle are out of date according to policy and need to be updated.

Cal-Card and X-NUmber sqlutions and çunent status:

o A list of all the vendorc used in the past two years was made, totaling 30.
. Of those 30 vendors, updated fonns were needed fi'om 18. I contacted thern via phone

and faxed them the STD. 21, STD. 204 and Fonl74 fon¡s to be updated and sent back.
. Of the 18 vendors contacted, 7 responded prornptly while the others have yet to return the

fomrs.
. The list of vendors will be contacted and updated regularly, showing rvho has retumed

tlte forms and who have not.
. Area persomel will go to the DGS website and obtain verification of snrall business and

DVBE cerlificatiolr for all vendors so they can be filed.

Other_ discreoancies;

. Conflict of Iuterest Statement Fonns (CIIP 78S) missing fiom personnel associated u'ith
the use of the Cal-Card, Coutract and X-Number programs.

Sther discr.ep arrcies..-sq lutions__arrd current status :

.. CHP 78S foms were obtained frorn all persorurel associated with the programs listed
above and are olr file.

Safnq,, Service, and Security

cHP 5f WP (Rev, l1-66) OPt 076



Cordelia Inspection Facility
Page2
Jarruary 22,2009

. All other disorepancies regarding Chapter 3 of our Alea's Command Inspection Progranr
review harre been resolved tluough training.

Another status report will be sent in the next 30 days.

(hül*rL---



State of California

I\t[emorandum

Date: February 19,2009

To: Golden Gate Division

From: DEPARTI{ENT OF CALIFORNLA. HIGIIWAY PATROL
Cordelia Inspeotion Facility

File No.: 366.11076

Subject: CHAPTER 3 COMMAND INSPECTION FOLLOTV UP

Attached is a stahrs report regarding the command's Chapter 3 Command Inspection conducted

inDecemberof2003. Notallexceptionshavebeenresolved,asaresult,anotherstahrsreport

will be provided within 30 days. If there are any questions, please contact me,

M, A. FERRELL, Lieutenant
Comrnande¡

Søfety, Semìce, ørtd Secuñty

CHP 51WP (Rev. l1€6) OPI 076
IMoÀ'llNrr¡tud¡ts\zoo8 hspecttons\Ch 3 status cv¡ 2.19O9doc
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Business, Transportation and Housing Agency



State of CalifornÍa

Memorandum

Date: February 19, 2009

To: Cordelia Inspection Facility

Business, Transportation and llousÍng,{genc5'

FTOM: DEPARTMENT OF CALIFORNIA I{IGINVAY PATROL
Cordelia hrsp ection Facility

File No.: 366.A13656

Subject: COI\4MÄND INSPECTION PROGRAI4 - CHAPTER 3 PROGRESS REPORT

During our Area's Command Inspection Plogram Chapter 3 document revierv, we discovered

some discrepancies in our processes. Below is a list of the discrepancies and their current status:

C al- C ard and.X -Numb ers, di s qrepanci.e-s :

. Missing STD. 21s, STD,.204s, small business and D\IBE certification letters for some of
the vendors we use.

o Of the forms we have, some are out of date according to policy and need to be updated'

Cal-Card and X-Numher_.solutioq! end Ë¡trent" stalus:

. Updated forns are still needed from 11 of the 30 vendors \rye'\'e used in the last 2 yeats.

I contacted them via phone onll22,2l5 andZlt3l}g, faxing them the STD. 2i &
STD. 204 forms to be completed and sent back.

. Of the 11 vendors contacted, 2 responded while the others have ye1 to return the forms,

. The list of vendors u'ill be contacted and updated regularly, showing who has returned

the forms and who have not.
. Areapersouuel ivill go to the DGS u'ebsite and obtain verification of small business arrd

. DVBE certification for all vendors so they can be filed.

Another status report will be sent in the next 30 days.

U,'h,4- r,ú--
C. M. WREN
Office Assistanf

cHP S|WP (Rev. I r€6ì OPI 076

Safe$t, Servíce, and Security



State of CaIifo¡'nia

Menrorandum

Date: March 23,2009

To: Golden Gate Division

"i'' t

Business, Transportation tnd llousing Agency

FIOnT: DEPARTMENT OF CALIFORNIA HIGIilVAY PATROL
Cordelia brspection Facility

File No, : 366.11016

Subject: CHAPTER 3 COMMA\D INSPECTION FOLLOW tlp

Attached is a status report regarding the command's Chapter 3 Comnrand Inspectìon conducted

in December of 2008. Not all exceptions have been resolved, as a result, another status report

wili be provided within 30 days. If there are any questions, please contact nre.

Commander

afet!, Senice, and Security

CHP 51wP (Rev. lf-06) OP¡ 076
l:\AOlvllN\Auditsu008 lnsoecl¡ons\Ch 3 slðtus cvr 3-234E..tôe



State of California

i\{emorândum

Date: March 17,2009

To: Cordelia hrspection Facitity

B usiness, Tlansportati on and llousing Agenc¡'

From: DEPARTI\ßNT OF CAI,IFORNIA I{IGIil4/AY PATROL
Cor delia laspection Facility

File No.: 366.413656

SUbJect: COMMA}Ð INSPECTION PROGRAM - CHAPTER 3 PROGRESS REPORT

During our Area's Command Inspection Prograrn Chapter 3 document review, we discovered
some discrepancies in our processes, Below ís a list of the discrepancies and their current status:

Cal- C ard. and X-NUpb ers_dis crep 4nci es. so luti ons and current status :

o Expired and missing STD. 2ls and STD. 204s for some of the vendors we use.
o Forms are still needed from eight of the thirty vendors \¡¡o've used in the last two

years, I contacted them via phone on February l7th, February 25th, March 4th
and March 11ù, 2009, faxiug them the STD. il & STD. 204 forms to be 

.

completed and sent back.
o Of the eight vendors contacted, none responded and have yet to retum the forms.
o The list of vendors will be contacted and updated regularly, showing who has

retumed the foms and who has not.

. There were uo verifications on file for small and DVBE trusinesses.
o Area persorurel will go to the DGS rvebsite and obtain verification of small

business and DVBE certificatiorr for all vendors so they can be ñled. Verifrcation
of these businesses will be complete by the next status repoÉ.

Another status report will be sent in the next 30 days.

Ue!-iî (ñ_
C. M. WREN
Office Assistant

î.rl? RlWÞ lFlêv I l-qÂr ôÞl ô?a

Safe6,, Seníce, and Securþt
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Business, Transportation and I{ousing AgencyState of California

l\fe¡norandum

Date: June 23, 2009

To: Golden Gate Division

Fronr: DEPARTI\{ENT OF CALIFORNIA HIGII\ryAY PATROL
Cordelia Insp ection Facility

File No.: 366J1076

SUbJEct: COMN{AND INSPECTION PROGRAI,I - C}IAPTER 3 EXCEPTIONS
PROGRESS REPORT

Attached is an update on the exceptions we noted during our Chapter 3 self inspection. One of

the exceptions is related to expired or nrissing STD 21 and STD 204 documents from veudors we

used. Our staff has made 20 documented attempts to obtain these forms from the vendors

wíthout success. 'With your concuûence, I have decided the number of attempts we have rnade is

reasonable; consequently, this will be our last update. All other exceptíons have been resolved.

We have measwes in place to prevent recunence, If you do not coucur with my decision, please

contact me.

Commander

Attachment

cHP 5f wP (Rev. 11€6) OPt 076

Safety, Semice, and Securily,



State of California

l\{enrorândum

Date: Ju¡e 17, 2009

To: Cordelia Lrspection Facility

Business, Transportation and Housing Agency

From: DEPARTI\{ENT OF CALIFORNIA IilGIilryAY PÄTROL
Cordelia lnsp ection Facilit¡,

File No.: 366.A13656

Subject: COI,fl\4AND INSPECTION PROGRAI4 - CHÄPTER 3 PROGRESS REPORT

During our A¡ea's Command laspection Program Chapter 3 document revierv, we discovered
some discrepancies in our processes. Below is a list of the discrepancies and their current status:

CaL-C ard__and X-llunrb er$ di screp anci es. s q]utions and current status :

. Expired and missing STD. 21s alid STD. 204s for some of the vendors wo use.
o Forms are still needed from eight of the tlúrty vendors we've used iu the last tq'o

years. I contacted them via phine on May láth, May 20th, May 27th andJune 3'd,

2009, faxing them the STD. 2i & STD. 204 forms to be completed and sent back,

o Of the eight veudors contacted, none responded and have yet to retum the forms,

. Missing Small BusinessiDisabled Veterans certifications for the vendors we use.

o Of all the Small BusinesslDisabled Veterans services vve hat'e used in the past

two years, we no\Ã¡ have certification on file for each one.

(1,**l- 1^;"-
C. M. WREN
Off,rce Assistant

CHP 51WP (Rev, r1.86) OPI 076

Sofety, Service, and. Securiqt



STATEOF CITLIFORNIA
DEPARTMENT OF CALIFORNIA tltcHVìtAy PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapler
number of the inspection in the Chapter fnspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shafl be utilized to document innovaür,e practices, suggestions for statewide

encies, corrective action plans, and may be used to appeal findings, A CHP 5'1 Memorandum may be used if

lnspected by: Lieutenant
and Chris Wren

Ðate'. 12t17108

ryPE OF INSPECTION

I Division Levet X Command Level

fl Executive Office Level

ffi CorrectiveAction Plan lncluded

I Appeal lncluded

I Rttachments lncluded

Foflow-up Reqúired:

Xyes !ruo

Forward to:
Golden Gate Division

Due Date: 12131lOB

Commander's Sígnature:

O.

Date:

,u[=, I oV

lnqpeqþlg tqmments Regardins lnnovative practices:

I

purchase? _Types of purchases (Cal-Card, X-Number, etc,)? lnclude it on document processing
checklists if required. Recommend policy or system to be able to determine if the STD. 21, STD. 204,
and CIWMB 74 forms are on file and valid.

as required (16, 17).
CHP 7BS: Policy is not clear regarding the use of this form. Untìl policy
ll complete one for file (1). STD. 21, STD. 2O4, and CIWMB 74 forms:

The inspectors recommend Area ma¡ntain a master file of these forms in order to be abìe to verify they
are on file for each purchase made. File.review should be suspensed to ensure the forms remain valid
(2,3, a) Th9 SBE and DVBE certifìcaiions were not on file foi each purchase where applicable (5).
See attached for further,

ÇHP B30A (Rev. 09-08) OPI 010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPEGTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3

lnsrrected bY:

I Review/Decision: This shall be the

CHP 68CA (Rev. 09{8) OPI Ol0
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHV\,AY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

INSTRUCTIONS: Answer indívidual ilems with "Yes" or "No" answers, orfill in the blanks as indicated. Any discrepancíes wilh policy,
applicable fegal stalues, or deficiencies noted in the inspections shall be commented on via the "Remarks" lection. Additionally, suclr
discrepancies and/or deficiencies shalt be documented on an Exceptions Document and addressed to the next lerrel of commancl-
Furthermore, the Exceptions Document shall include any follow-up and/or.corrective action(s) taken. lf this form is used as a Follow-up

ction, the lnspection" box shall be marked and only deficient items need to'b'e re-inspected.

Cordelia
Inspection

Evaluated by: Lieutenant Ferrell, Judy Baker
and Chris Wren

TYPE OF INSPECTION

I oivísion Level ffi Command Level

J Executive Office Level n Voluntary Self-lnspection

Follow-up Required: T--
X Ves D tlo I fl Follow-up lnspection

Commandefs Signature:

\-..,. ¿^ .'Morç-
Date;

,,z-\r'\ oy-

For applicable policy, refer to: HpM 1 1.2, Chapter 7

1. Aro participants in the procur@
command level familiar with the related policies and
procedures for purchasing?

X Yes üNo ! N/A Remarks:

2. HaveApp.rovers/i@
procurement kainíng? ffi ves lno n ¡l¡n Remarks:

3. Are prohibited items procuréñffi
Requisitions?

. Supplies for personally * owned equipment
' Commodities for personal use. Confirming order

' Purchases via the internet

! Yes X tto n nle Remarks:

4.

commodity contracts?

X Yes lNo nrun Remarks:

s. ls allrequired informatioñe@
Purchase Requisition? K Yes ü tto [ ¡rin Remarks:

6. Are the CHP 43, Þ
consecutively, starling anew at the beginning of each
fiscaf year (Juty 1)?

X Yes [ruo [ ru¿n Remarks:

T. Are expedited requests fo@
forwarded to the AssÍstant Comrnissioner, S-iaff, for
approval?

! ves nruo E Nln Remarks:

CHP 680C (Rev,0948) OPI 01O



Page 2of3
STATË OF CALIFORNÍA
DEPARTN4ENT OF CÂLIFORNIA HIGH\\AY PATROL

COM MAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command procurernents

Purchases

B. Do specialized items purCnaseO contain tfie
appropriate Division, andlor Opl approvals? ffi Yes nruo n ru¡n Remarks:

9, Are the CHp 43, purchase Requisitions,
competitively bid? X yes n ¡lo nnn Remarks:

10, DoestheCHPglS,pr@
document at least two príce quotations? E Yes Xruo f, ¡vn Remarks:

1'1. Are Limited Competitivó@
that limit or restrict the purchasé io one specific
brand or modeljustified and in compliance with SAM
3555?

! Yes fruo X ruln Remarks:

'12. Are. Limite_O Comþ
for items that interface with existing deparlmental
equipment in compliance with SAM 3SbS.3?

! Yes I tlo X Nla Remarks:

13. Do Non-Compet
contain the NCB justification and NCB Corrective
Action Plan documents?

I ves nno X ¡l¡n Remarksr

14. Are items checked immedìateiy for content and
damage when delivered? X Yes n ¡lo ! N/A Remarks:

15. ls the "received copy', of tne@
approved, dated, and forwarded to the Fiscal
Managernent Section (FMS), Account payable Unit,
v,rithin three business days of receipt, if ali Ítems are
accepted?

n Yes X t'to n ru¡n Remarks: The Qffìce Manager is
responsible for processing the
purchase documents. ln some
insiances she rryas not notified in a
timely manner that Area received -

shipments.

16. Are freight andlor packi@
received copy of the purchase order and sent to
FMS?

n Yes Xruo n N/A Remarks; Freightdocuments not
sent to FMS.

17. ls FMS provided a prrotoco@
and any approved freight or packing slips as
acknowledgement that a portion of ihe order has
been received?

n Yes X ttto !vn Remarks: Freight documents not
sent to FMS.

18. ls the original "received cop@
command for completion and fonvarding to the FMS
vyhqn the complete shipment is receiveã?

ffi Yes nNo n ule Remarks:

19. Are Dam.aqed itemsoel¡vere@
acknowledged on the freight bill by the carrier's driver
before being accepted?

n Yes DNo Xl n¡n Remarl(s:

CHP 630C (Rev. 09{s) OPI 0l 0



Page 3 of 3

STATE OF CALIFORNIA
DÉPARTMEhIT OF CALIFORNIA HIGHVVÊ.Y PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

E Yes trNo T ru¡n Remarks:

21. Are open purchase orders pe@
investigated to ensure the orders are not opened for
an unreasonabte length of time, (SAM 8422.0)

X Yes [ruo n nln Remarks:

22. Are copies of the purchase requìsitions añO purc,frase
orders maintained for three years aíter payment?
(SCM Vol. tt, Ch. 11, Topic 4)

X Yes n ¡lo nrun Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vot ll Ch. 2, Topic 11)

X Yes I tlo ü Nln Remarks:

24. Are purchase orders sptit tó@
bídding requirements or to circumvent the
Depadment's delegated purchase authority limits?
(Public Contracts Code Section 10329)

! Yes KNo [ ¡ln Remarks;

CHP 580C (Rev.0948) OPI 010



Page 1of 2
STATE OF CALIFORNIA
DEPARTIVIENT OF CALIFORNIA HIGFIV\/AY PATROL

GOMMAND INSPECTION PROGRAM
INSPEGTION CHEGKLIST
Chapter 3, Command Procurements
Cal-Card Program

INSTRUCTIONS: Answer indívidual ìtems with 'Yes" or uNo" answers, orfill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noled in the inspections shall be commented on via the "Remarks" section. Additionally, sucÈr
discrepancies and/or deflciencies shall be documented on an Exceptions Document and addressed to the next level of command.

clude any followup and/or corrective action(s) taken. lf this form is used as a Follow-up
be marked and only deficient items need to be re-inspected,

Cordelia
lnspection

valuated by; Lieutenant Ferrell, Judy Baker

TYPE OF INSPECTION

fl Divisíon Level X Command Levet

! Executive Offíce Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

Folfowup RequÍred:
XYes lltto

l_J Follol-up lnspection Date:

r.l='\oY
For applicable policy, refer to: HpM 1 1.2, Chapter 3

1. Areall employeesassociateM
Card program completìng the CHp 7gS, Conflict of

. lnterest.Statement, Employee, form?
D Yes X l.to I N¡n Remarks: Policy is not clear on the

use of this form, especially regarding
the Cal-Card.

2. Are STD: 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

X Yes E tto nvn Remarks: When they are received,
they are maintained; however, the
inspectors were not able to verify the
receipt of each v¿ithout going through
3 vears of documents.

3. Are STD. 204 Payee Data RecorU torrns rna¡ntainø
in the Cal Card command file for each vendor
utilÍzed?

X Yes INo nrun Remarks: Same as above.

4. Are California lntegrated Wà@
Form 74 documents maintained for each vendor
utilized?

X Yes fJ r,,¡o n Nln Remarksì Same as above.

5. lf the vendor is a small business or DVBE is utilized,
is the ceftification letter from the Department of
General Services maintained in the file?

tr Yes X t¡o n nln Remarks:
is used.

Not each time the vendor

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

! Yes nno X ruin Remarks:

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? n Yes Xruo Trun Remarks:

B. Does the CHP 317 Cat Card Log fully describe the
purchase? X Yes n ¡lo D Nln Remarks:

L Are bank statements reconciled with the CHp 317
Cal Card Log and the receipts/invoices? X Yes 'ENo fl N/A Remad(s:

.094€) OP¡



Page 2 of 2

STATE OF CALIFORIIIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COM MAND INSPEGTION PROGRAM
INSPEGTION GHECKLIST
Chapter 3, Command Procurernents
Cal-Card Program

10. ls the CHP 317 Cal Card Log properly authorized
and maintained? X Yes fJ No n ru¡n Remar?.s:

11. Are credit invoices/receipts for returned items
maintained with the bank staiement? X Yes ENo ! N¡n Remarks:

12. Do non-itemized purchase receipts/invoices
document ihe purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

X Yes I trlo fJ ru¡N
Remarks:

13. Are CalCards maintained in a secure area?
X Yes l-ì l.lo l--l N/A Remarks:

'14. Are Cal Card purchases pre-approved by the
commander? X Yes nruo EruN Remarks:

15. Have all cardholders receíved training on the
Departm enl's procurement processes? X ves nno E N/A Remarksl

16. Are item(s) purchased with the Cal Card prohibited
by departmental policy? n Yes XNo ¡ N/A Remarks:

CHP 680D (Rev.09{8) OPI ol0



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGH\4'AY PATROL

COMMAND INSPECTION PROGRAM
INSPEGTION GHECKLÍST
Chapter 3, Command Procurements
X-Number Program

Page l of 2

Gommand;

Cordelia
lnspection
Facilitv

Division: Golden Gate Number:

Evaluated by: Lieutenant Ferrell, Judy Baker,
and Chris Wren

Dale'. 12117108

INSTRUCTIONS: Ansvrer individual iterns with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
ciitionally, such
command.
d as a Follow-up -

TYPE OF INSPECTION

! Division Level X] Command Level

! Executive Office Level I Voluntary Self-lnspeciion

Lead lnspec'ror's Signaiure:

--\^- , c^ lò?r.ra!.\
Folfow-up Required;
ffives INo

[J Follow-up lnspection I Commander's Sionature:I r>'--
il/-\^ -C-l-' ( \ ro ^ a-AJ!

Date:

tti=I oV/
For applicable polícy, refer to: HpM 11.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor
to circumvent the 94,ggg contract limit? ü Yes XNo n Nln Rema¡ks:

2. Does allX Number file documenta¡on contain the
STD.204 Payee Data Record? X Yes fl ruo n ru¡n Remarks: When they are received,

they are mainteined; however, the
inspectors uere not able to veriry the
receipt oÍ each u4thout going through
3 vears ofdocuments.3. Do X Numbers requiring a c@

landscaping) have prior approval from the Business
Servjçs Section cornm ander?

n Yes nNo X ru¡n Remarks:

4. AreX Number requests ma@
services are performed? ffi Yes nno I rule Remarks: Except for emergencies as

outlined in oolicv.5. Are X Numbers issued for a oneL¡rne use?
X Yes f, tto l-l rrltn Remarks:

6. Are prohibited services performed usiñg anù
Number? D Yes X tto fl N/A Remarks;

7. Are X Numbers used for flre procurernent of a
service and not the purchase of a commodity? fi Yes Iruo ! N/A Remarks:

8. Are X Numbers issued tor tõlecommunicat¡ons
related services pre-approved by
Telecommunications Section?

ü Yes I t¡o x N/A Remarks:

9. Do X Numbers used for fac¡l¡tieslélateOierviceõ-
(such as roof repair, electrical) costing over g1 ,000
have prior approval irom Facilities Section?

X Yes ü tto X N/A Remarks: Commercial Vehìcle
Section had been approving
I nspection Facility Xnumbers.

10. Do X Numbers issueU for tapseO contractuà¡
agreements have prior approval by the appropriate

.Assistant Commissioner?
I ves n ¡lo X n¡n Remarks:

CHP 680Ê (Rev.o9{g) OPI 010



Page 2of2
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIG'-I\4'AY PATROL

COMMAND INSPECTION PROGRAM
INSPECÏION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do all X Numbers awarded to a non-small business
vendor contain three price quotations? I Yes !No ¡ N/A Remarks:

12. Do all X Numbers awarded to a small business
vendor contaín the snrall business certification from
the Department of General Services (DGS)?

I Yes Xlt'lo D Nln Remarks: Not each lime the vendor
was used.

13. Does the file documentation contain the STD. 21
Drug Free workplace certification for X Number
vendors?

ü Yes X ¡to tr ru¡n Remarks: Not each lime the vencioi
was used.

14. Do emergency service X Numbers document and
justify the emergency? X Yes nuo n N/A Remarks:

15. ls the itemized invoice for each X Number service
maintained in the command's files? X Yes Xruo ü ¡ua Remarks:

CHP 6B0E (Re!'.09'08) OP¡ 010



Page 1of4
STATE OF CALIFORNIA
DEPARTMËNT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPEGTION PROGRAM
lNSPËGTION CHEGKLIST
Chapter 3, Command procurernents

Contracts

s, or fìll ¡n the blanks as indicated. Any discrepancies with policy,
be commented on via the "Remarks" section. Additionally, such
ons Document and addressed to the next level of command.
d/or corrective action(s) taken. lf this form ís used as a Follow-up

TYPE OF INSPECTION

I Division Level Xl Command Levet

E Executive Office Level n Votuntary Self-lnspection

Lead lnspector's Signature;

^)-^ c'ñ-*-""!--QQ
Follow-up RequÍred
X Yes l-l ruo

[J Follow-up lnspection uommanoers StgnaturÂ-\. c^ Iòl*q-a\
Dete:

,r-l¡, \ "-f
For applicable policy, refer to: HpM 1 1,1, Chapter 22

1. fsaCHPTSContractRm
service contracts which are repetitive, regardless of. the estimated dollar value?

X Yes nruo [] ru¡n Remarks:

2. ls a CHP TS Con
services exceedín g $4,999.99? X Yes nruo nwn Remarks: r

3. ls the otfice of primary lnffi
numbering beginning with the requesting command
three-digit location code used, foliowed óy,'Cp" fo¡
cgqlract oavaÞle listed on the CHp 78?

X ves !ruo n NiA Remarks:

4. ls the performance of contiact serv¡ces monitoreO
and documented? X Yes fl ruo tr ru¡n Remarks:

s. Are all copies of correspffi
maintaÍned? ffi Yes [ruo [] ru¡a Remarks:

ô.' Are letters for con
which outline any problems related to substandard or
non-performance of the vendor?

X Yes ! ¡to fl N/A Remarks:

7. lsthefinal productto beOffi
specifically and in as much detail as possible in the
CHP 78?

X Yes D t'lo Ll N/A Remarks:

! ves n ¡lo X ru¡n Remarks:

CHP 680F (Rev.0S49) OPI 010
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STATE OF CAUFORNIA
DEPARTIvIENT OF CALTFORNTA Ht Gt-lv/Ay PATROL

GOMMAND INSPEGTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract servíces fess thàn síx
months from the anticipated starl date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

! Yes ! t'lo E N/A Remarks:

10. ls all work completed and accepted by the
Department before expiration of contraci agreement? I ves nruo E ¡lin Remarks:

11. Are contract services performed accordiñg to tfte
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

X yes nNo I N¡n Rem¿ús:

12. Are invoices for payaneni @
substantiate expenditures for work per{ormed and to
prevent penalties being assessed?

X Yes lruo n ruln Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds_ to pay for all services rendered
as required by coniract?

ffi ves nruo nrun Remarks:

14, Does the requestor veriÍy the contractor has fulfilled
all requírements of the contract before approving the
final invoice?

X Yes fJtto Irun Remarks:

1s. ls thefinal invoice id@
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes nNo n nln Remarks:

16. Are all applicable form sectl'ons of tne Cftp Zg
completed? n Yes nruo X Nln Remarks:

17. Do emergency contracts
sudden, unexpected occ
and immínent danger, re
mitigate the loss or impairment of lìfe, health,
property, or essential public services?

ü Yes nruo El ru¡n Remarks:

18. Are alf employees associated witit ttle manàgemeril
of a contract completing the CHp 7gS, Conflict of
lnterest Statement, Employee, form?

n Yes Xruo ! u¡n Remarks: No¡e vvere in fìle for
contracls.

19. Are problems concerning the contractor,s
performance fully documented in writing and made a
parl of the contráct manäger's contract file?

X Yes nruo [ ruln Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%? l-l Yes ñruo ñ Nln Remarks:

CHP 630F (Rev.0948) OPI 010



Page 3 of 4

STATE OF CATIFOR,NIA
DEPART¡v|EM OF CAL|FORÌItA H|GHWAY PATROL

COMMAND INSPEGTION PROGRAM
INSPECTION GHECKLIST
Chapter 3. Command procurements
Contracts

21. ls the length of tne coñ@
more than one year?

22. Are amendments requesteo@
the origínalcontract?

23, ls a service contract on a@
in itiated for any commercial m eeting/conference
room renlalwhich is expected to exceed g4,g9g.gg in
total cost?

24. Do conference room re@
per day limit have pre-approval from Assistant
Commissioner, Staff?

25, Are. Caliiornia oepartm@
Federal Bureau of lnvestigat¡on (FBt) fi¡gglådnt

conducted for all of

(1) Repair(2) d depatr(3) 
)

(4)
(5) Consulting Services

üYes I n ruo

ls a driver,l¡censg checffi
limited to, all of the following types of agreements, if
the contractor and/or specificaliy assignéd personnel
are scheduled fo be on-site for more than iO Oays:

(]) Alarm and Fire Alarm Monitoring
(21 Camera Maintenance and Repaìr(3) Carpeilnstallat¡on
(4) Diesel Generator Maintenance and Repair(5) Dish'¡asher Maintenance ând RepaiÍ(9) Elevator Maintenance and Repaii(7) Fire Extinguisher Service
(9) Garage Door Maintenance and Repair
(9) . Graphic Arts Equipment Mainlenance and Repair
(10) Heat¡ng, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service
(12) Office Machine Maintenance and Repair
(13) Pêint¡ng Services (interior of facÍtity)'
(14) Plumbing Services
(15) Scale Maintenance and Repair
Jl91 !t:rq Cteaning Services (Carpet, not scates)
(17) Telephone Services (cellular, iatellite, and regutar)
(18-). Television Equipment Maintenance and Repaìr
(19)Uninterruptible power Suppty Maintenance and Repair

flYes ! tto X rule
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STATÉOF CALIFORNIA
OÉPARTMENT OF CAUFORNIA HIGI.I\ryAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTfON CHECKLIST
Chapter 3, Command Procurenlents
Contracts

27. Are all driver license and
forwarded 1o Contract Se
with the contract number
Cornmander review?

n Yes n ¡lo XNN Remarks:

ZB. ts CSU advisea uv tñeffi
adverse jnformation discovered is grounds for
canceling the contract (i.e,, adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor, s
personnel)?

! Yes Eruo K Nln Remarks:

29. Are all invoices, records, and relevant documentation
. maintained fgr three,years after the final payment of' 

the contraci?
X yes ! t'lo n ru¡n Remarks:

30. ts a log sheet maintained tor a Oiary of activities
related to the contract? X Yes n ¡lo I Nln Rema/rs:

31. ls a computer file prepared for all contracts
admlnistered? ü Yes lNo X ru¡n Remarts: CVS handled.

32. ls a spreadsheef prepared listiñgãlT expendt'tures?

n Yes nruo X rule Remar*s: CVS handled.

33. ls the notification to the contractor documented for
the start date for seruices to begin? I ves nNo Xrun Remarks: CVS handled.

34, ls the contractor contactedffi
have been received in order to oversee the
completion of the contract?

D ves fl tlo X N/A Remarks: CVS handled.

35. Do consultantservices co@
contaín deta¡led performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02.1)

D Yes nruo X ru¡N Remarks:

36. Does the contract file contain the STD_ 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch.3, Section 3.02,S)

! Yes nuo X rt¡a Remarks: CVS handled.

37. Does Contract wort< only oegi@
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) X Yes Xwo [ ruln Remarks:

38. Are the requirements toiffi
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. t,
Ch, 7, Sectíon 7,0S)

! ves lNo X N¡n Remarks:

39. Are any contract payments made prior to the final
approvaf and execution of the contract? (SCM Vol, l,
Ch¡!¡Se¡ction 4.09)

! Yes Xno ! N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
ËXCEPTIONS DOCUMENT
====::::=:=============::==-::===========-==:=:========-=========:::=::=::====:
INSTRUCTIONS; This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indícated. Enter the chapfer
number of the inspection in the Chapter lnspectíon number. Under'Forurard to:" enter lire next level of command where the documenl
shalf be routed to and its due date. This documenf shall be ulilized to document innovalive practices, suggestions for statewide
improvement, identified defìciencies, corrective action plans, and may be used to appeal Rnàings. A CHÞ¡1 Mernorandum may be used if
additional space is required.

: Lieutenanl Ferell, Judy Baker, Dale:12117108

TYPE OF INSPECTION

I Division Level E Command Level

! Executive Office Level

X Corrective Action Plan lncluded

f, Appeal lncluded

X Rttachments lncluded

Follow-up Required:

XYes nno

Forward to:
Golden Gate Division

Due Date: 12131108

Date:

tz ì=.,\ov

r receipts in the first quarter of 2008 and each week
thereafter. Additionally, the petty cash fund was inspected three times duiing the year, Because of low
usage of both, and a new employee, the inspectors discovered some mínor Irocedural discrepancies as
outlined on the checklist.

CHP 6804 (Rêv. 09-0{l) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFíWAY PATROL

COMMAND INSPECTION PROGRAM
EXCËPTIONS DOCUMENT

Page 2
by:

Commander's

All discrepancies resolved
the sergeants and clerical

upon completion of inspection,
personnel to review policy and

Training will be scheduled within 30 days with
procedures,

CHP 6804 (Rev.0948) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFíWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3
lnspected by: Lieutenant
and Chris Wren

Lead lnsoector's Sianatúê'

\î":" "ö'"."òGu*--e\-
F(espondtng Uommânder's Signâture (for appeal): Date;
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STATE OF CALIFORNIA
DEPARTMEM OF CALIFORNIA HIGHWAY PATROL

INSPEGTION PROGRAM
Chapter 4
FiscalControls

Page 1of 3

Command: Cordelia
lnspection Facilily

Division: Golden Gate Numbor:

Evaluated by: Ueutenant Ferrell Date: '12l17i08

Assisted by: Judy Baker, and Chris Wren Date:

INSTRUCTIONS: Answer individual ítems with 'Yes" or ''No" ansvr'ers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal he inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies a ented on an Exceptions Document and addressed to the next level of command.
FuÍhermore, th follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up lnspection,
the 1fo]þ\¡/1P_]!gPqction" box shall be marked and only deficient items need to be re-inspected,

ryPE OF INSPECTIOI.I

! Divisíon Level I Command Level

n Office of lnspections ! Voluntary Self-lnspection ut-r^.

.eed Inspector's Signature:

Follow-up Required:
ffiYes lruo n follow-Up lnspection

Commander's Signaturer\.^-C.-.W t.-\r.ì oV

uate

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter4, and HpM11,Z,
Chapter 2.

1. ls management actively involved in reviewing and
approving paperwork related to receiving and
preparing collections?

fi Yes nruo E nle Remarks:

2, Does the command have Standard Operating
Procedures (SOP) to provìde necessary guidelines
for overall management and accountability of
receiving and preparinq collections?

n Yes fltto x N/A Remarks; The lnspection Facility
handles few collections and as a
result, relies on departmental polícy.

3. Does the command have adequate separation of
duties for collections received? X Yes fJ t'to n ru¡n Remaßs; lnspected by commander

or aÌternaie each week.
4. Does the command have adequate separation of

duties for the cash receipt process? I Yes INo E Nle Remarks: lnspected by commander
ôr âlternete each week-

5. ls access to the safe andior vault appropriately
restricted? l-l Yes Eruo IX ru¡n Remarks:

6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access
occur?

n Yes nruo X ru¡a Remarks:

7, Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
requires access?

n Yes fl t'¡o E ruln Remarks:

B. ls the safe securely anchored to the bur'lding?
l-l ves l_luo lX ruIn Remarks:

I, Are weekly transmittal repoñs prepared in
accordance wíth departmental policy? X Yes DNo D uln Remarks: lnspected in January of

2008 and reconciled. Docurnents
attached.

10. ls the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days
following the week covered by the report?

X Yes Iruo [ ru¡n Remarks: lnspected in the ñrst
quarter of 2008 and reconciled.
Documents attached.
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. STATE OF CALIFORNIA
DEPARTN4ENT OF CALIFORNIA HIGHWAY PATROL

ÍNSPECTION PROGRAM
Chapter 4
Fiscal Controls

l1 , Does the command submit the following forms
with the weekly transmittal when applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, Evidence/Property ReceipVReport

(Unclaimed Property),
(3) STD 634, Absence and Additional Time Worked

Repoñ, for jury duty.
(4) CHP 221,Malicious Damage Repod.
(5) CHP 464,Ira'ffic Control Cost Estimate-

Advance Deposit,
(6) Civilsubooena.

ffi Yes nruo fl ¡¡in Remarks:

12. ls a memorandum for cash shortages prepared ìf
necessarv? l-lYes l ¡lo XI N/A Remarks:

13. Does the command ensure the information written on
the counter receipt is complete and legible? X Yes [-l tto N N/A Remarks:

14, Was a counter receipt issued for each witness fee
deposit received? X Yes [lruo [-l run Remarks:

15, Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? ll Yes Iuo lX rutn Remarks:

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

I Yes fltlo []nn Remarks: $2.70 from sale of records
was place in Petty Cash in error,
Command reconciled error.

17, ls sales tax added to items that are not for resale?
ll Yes E ¡lo xl N/A Remarks:

18. Are all counter receipts pre-numbered and issued in
numericaf sequence? X Yes l-l tlo l-l N/A Remarks:

19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 2664,
Credit Memo - Non- Eouioment?

I Yes fJ no X ruln Remarks:

20. ls the STD 439, Disbursement Voucher, properly
authorized and completed to suppod expenditure? fl Yes IIrlo X N¡A Remarks:

21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10,00,
quarterly if under $10.00, and on June 30 of each
fiscalyear?

flYes XNo n N¡n Remarks: Tvvo CHP 264s were not
submitted within the required
timeframe. Submitted on June 30
each year, but sporadically the rest of
the vear due to low usaoe.

22. ls the CHP 264 properly authorized?
X Yes fl ruo E ruIN Remarks:

23. Does the total amount of cash, receipts on hand, and
receípts in transit equal the total of petty cash and
chanqe funds?

fi Yes n ¡io n uln Remarks:

24. ls there documentation to support perÍodic reviews of
petty cash and change funds performed by the
commander or desíonated person?

X Yes ENo n ru¡n Remârts:

25. Are overages and shortages of the petty cash
funds reported to Fiscal Manaqement Section? l-l Yes ñno X ruIe Remarks:
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STATE OF CALIFORNIA
DEPARÏMENT OF CALIFORNIA HIGHWAY PATROL

INSPEGTION PROGRAM
Chapter4
FiscalControls

26. Were change funds used to cash checks, money
orders or cashier/travelers checks? f-l Yes X l.lo nrun Remarks:

27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adequate to safeouard cash?

I Yes trNo X ruln Remarks:

28, Are all petty cash purchases under $50?
X Yes l-l ruo [-l vn Remarks:

29. ls petty cash used to purchase prohibited items?
ll Yes XNo l--l N/A Remarks:

30, D¡d the command circumvent the dollar limitation by
splittin g the purchase? l-l Yes Xruo ll vn Remarks:

31, ls a petty cash custodian designated by the
commander? X Yes [-l t'to t.lvn Remarks:
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Statc of California

Memorandum

Date :

To:

From:

File No.:

Subject:

Business, Transportation and Housing Agcncy

May 29,2008

Golden Gate Division

DEPAIìTMENT OF CALIFOIINIA HIGH\ryAY PATROL
Marin Area

3 50.1 4993.i :/sgt,df. 08

DIVISION FOCUS 2OO8 - FINANCIAL ACCOI.JNTTNG AND
TRANSACTIONS

Marin Area has completed an evaluation of the command's operations relevant to financial

accounting and tra¡rsactions as part of the Division Focus 2008 review. t{PG 22.l,Chapter 5 &'

15, and HPM I l.l, Chapter 4 & 6, were utilized during this review,

Quarterly and random audits of financial accounting and transactions continue on a regular basis.

Accordingly, the categories involving the processing of funds for asset forfeiture, school bus

driver licensing, sale of reports, reimbursable services, and petty cash trausactions are consistent

with department policy.

Questions may be referred to Sergeant M. BaÉholomew at (415) 924'1100.

Óommander

Safety, Semíce, ønd Secaríty



Statc of California

Memorandum

Date:

'fo:

From:

File No.:

Subject:

Busincss, Transportation and Housing rlgency

July l, 2008

Golden Gate Division

DEPARTMENT OF CAI,IFOIINIA HIGHWAY PA'I'ROL
Marin Area

3 50. I 0546.i:/sgt.df.08

DIVISION F'OCUS 2OO8 _ CI-IP 268, STD 270, & CHP 208, REPORTS

The Mauin Area has completed a review regarding the accuracy, consistency, and the timeliness

submission of CHP 268, Potential Civil Litigation, STD 270, Report of Vehicle Accident, and

CHP 208, Accident Prevention Reports, as part of the Division Focus 2008 review. HPM 1 I . I 
'

Chapters 7 and 8, were utilized during this review process,

Marin Area continues to make significant improvements in the timeliness of submission of
reports involving inciclents of Potenfial Civil Litigation, Reports of Vehicle Accidents, and

Accident Prevention lìepor'[s to Golden Gate Division. In 2008, year-to-date, there have been

l0 incidcnts of Potential Civil Litigation that took place within the Malin Area. Ths related

reports had an average submission time of nine days, The two incidents involving Reports of
(State) Vehicle Accidents and the associated Accident Prevention Reports had an average

submission time of five days. Area supervisors ale actively involved in the completion and

submission process, which requires the quality and comprehensiveness of the reports. Area

managers are involved in the review process in order to ensure quality and comprehensiveness

of'these reports. This sequentially helps to minimize revision requests from the Division level.

Random review of the established tracking, review, and apploval of these reports continue otl a

regular basis, In the event a report will be unavoidably delayed, a facsimile copy of the

preliminary report is sent electronically to the perspective Offrce of Prinraly Interest (OPI),

Accordingly, adequate controls are in place and are consistent with Department policy,

Questions may be referred to Lieutenant M. Samla at(415) 924-1100,

/.'/ -,
.{a:/.ft"

.R. J. MOREHEN, Captain
Commander

Safety, Service, ønd Security



STATE OF CALIFORNIA
DÊPARTMENT OF CAUFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
:======:::::::=========-:=::::::::=======:==============::::::========:=:=:::=::=
INSTRUCTIONS: This documenl shall be typed, Check appropríate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter lnspeclion number. Under "Forward to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to documenl innovative practices, suggestions for statewide

improvement, identified defìciencies, corrective actíon plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

Division:

Golden Gate

Seroeant G, Osuna

E Corrective Action Plan lncluded

I Appeallncluded

! Attachments Included

None.

Command Suggestions for Statewide-lrlplovemgrì!
I
.l

None.

The Marin Area has a Standard Operating Procedu
and inline with departmental policy found in HPM 1

the appropriate retention period, and Cal-Card purc
Upon inspection of the Cal-Card Logs (CHP 317) a
aóquisitions of the same commod¡ty are broken down into several orders, and that the Cal-Card

purchases followed procurement rules for small business. As an exception, the Area did not maintain

copies of the Payee Data Record (STD 204), California lntegrated Waste Management Board (Form r'

74¡, and smalt business in the command fìle for new vendors. When new vendors were utilized, the

required forrns were completed and submitted with the applicable Cal-Card Log. Records, forms, and

certifications for existing vendors were noted to be maintained by the Cal-Card Program Activity

Coordinator.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI{WAY PATROL

COMMAND INSPEGTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2

Commander's

tor's Cornments:

Correctíve Action Plan/Timeline
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIq HIGI.ÍWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPÏIONS DOCUMENT

Page 3

õñæjer: 

--]

3 - Cal-9ar{r¡q"g.__]**1

Jerq-aryL¿qQg- i
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

:-====:::::==::=============::::=--L--

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as índicated. Any discrepancies with policy,

applÍcable legal statues, or defìciencies noted in the inspections shall be commented on via the 'Remarks" seclion. Additionally, such

discrepancieõ and/or deficiencies shall be documented on an Exceptions Document and addressed to the next levef of command,

Furthermore, the Exceptions Document shall incfude any follow.up and/or corrective action(s) taken. lf this form is used as a Follow-up

lnspection, the "Folfow-up lnspection" box shall be marked and only defici

Division:

Golden Gate

Seroeant G. Osuna
Assisled by:

OSSI Pam O'Toole

TYPE OF INSPECTION

I Division Level fi command Level

I Executive Otfice Level fJ Voluntary Self-lnspection

Follow-up Required:

For applicable policy, refer to: HPM 11,2, Chapter 3

XNo

I tlo

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits?

1. Are all employees with the use of the Cal-
Card program completing the CHP 7BS, Conflict of
lnterest Statement, EmploYee, form?

2. Are STD. 21 Drug Free Workplace certifications
maintained within the CalCard command file for
each vendor utilized?

Are STD. 204 Payee Data Record forms maíntained
in the Cal Card command file for each vendor
utilized?

Are CalifornÍa lntegrated Waste Management Board
Form 74 documents maintained for each vendor
utilized?

3

D tlo

January B, 2009

Remarks: Required for OPI

Conlracts / Requisitions

Remarks: The CAL-Card Program
Activity Coordinator maìntains the

STD 21 in file for all existing vendors,

many of which are DePartmenl'wide

Remarks: The CAL'Card Program
Activity Coordinator ma intains the

STD 204 in file for all existing
vendors, manY of which are

Remarks: The CAL-Card Program
Activity Coordinator maintains the
Fotm 74 in file for all existing
vendors, manY of which are

Remarks; The CAL-Card Program
Activity Coordinator maintains the

small business or DVBE certifications
in file for all existing vendors, many of

which are Department-wide conlract
vendors.

Remarks:

Remarks:
I-l
I

8. Does the CHP 317 Cal Card Log fully describe the
purchase?

cHP 680D lRev. 09{8) OPI 0r 0
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STATE OF CALIFORNLC
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

L Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoìces? X Yes nruo fl N/A Remarks:

10. ls the CHP 317 CalCard Log properly authorized
and maintained? X Yes n ¡lo I N/A Remarks:

1 1. Are credit invoices/receipts for returned items
maintained with the bank statement? X Yes !No [ ruln Remarks:

lZ. Ao non-itemized purchase receípts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

X Yes nruo n N/A Remarks:

13. Are Cal Cards maintained in a secure area?
X Yes ll tto ñun Remarks:

44. Prre Cal Card purchases pre-approved by the
commander? X Yes nNo nrun Remarks:

lS. Have all cardholders received training on the
Department's procu rement processes? X Yes nNo n N7A Remarks:

16. Are item(s) purchased with the CalCard prohibited

by departmental policy? n Yes Iruo n N/A Remarks:

CllP ô80D (Rsv. 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.ÍWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

additional

==::==--::::::::::==================:=:============:========:_:==:':i===::=::=:===:=

INSTRUCTÍONS: This documenl shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated' Enter the chapter

number of the inspection in the Chapter lnóiection num¡ei, Under "Forward to:" enter the next level of command where lhe document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggeslions for statewide

irórouèr"nt, identified deficiencies, correctivo action plans, and may be used to appeal tinitings. A CHÞ 51 Memorandum may be used if

3 - Contracts

Janua

I Conective Actíon Plan lncluded

n Appeallncluded

I Attachments lncluded

Signature:

January 8, 2009

's Comments ardi lnnovative Practices:

None.

Command Su

None.

for Statewide I "t

Marin Area's requested andlot executed service contracts/letters of agreement for the past twelve

months were inspected. The inspection found that the CHP 78, Contract Request, CHP 784,

Reimbursable Contract Request, and CHP 465, Reimbursable Services Agreement, were properly

completed, approved, submitted, and fìled with no exceptions prior to'

the contract start date; invoices are maintained and properly a er

fotlowed prescribed departmental policies as well as legal stat

CHP 6804 (Rév. 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIiWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2

_.__l

Sergeant g. Osuna

or's Comments:

Corrective Action Plan/Timeline
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COMMAND INSPEGTION PROGRAM
EXCËPTIONS DOCUMENT
Page 3
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIiWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy'

appfícable legal statues, or defìciencies noted in the inspections shall be comrnented on via the "Rerarks" section. Additionally, such

dis'crepandeõ and/or deficiencies shall be documented bn an Exceptions Documenl and addressed to the next level of command'

Furthermore, the Exceplions Document shall include any follow-up änd/or correclive action(s) taKon. lf this form is used as a Follow-up

Number:

350
Date:

Januarv 7,2009

Marin Area Golden Gate

, the 
-Follow-up ln box shall be marked and onlV deficienl items need to be re-ins

TYPE OF INSPECTION

I Division Level X Command Level

X Executive Office Level I Voluntary Self-lnspection

Lead f nspector's S¡gnature:

¿/"
Ø*.--u

Follow-up Required;
l-l Yes X ruo

E Follow-up lnspection
0't/08/2009

For applicable policy, refer to: HPM 1 1.1, Chapler 22

1, ls a CHP 78 Contract Request used to initiate all

service contracts which are repetitive, regardless of
the estimated dollar value?

X Yes n r.lo n N/A Remarks:

2. ls a CHP 78 Contract Request used for one'time
seruices exceeding $4,999.99? X Yes fl No I N/A Remarks:

3. ls the Office of Primary lnterest (OPl) kacking
numbering beginning with the requesting command
three-digit tocation code used, followed by "9P l0r
contract payaþle listed on the CHP 78?

E Yes fl No n ru¡n Remarks;

4. ls the performance of contract services monitored
and documented? X ves nruo E N/A Remarks:

5. Are allcopies of correspondence with the vendor
maintained? X Yes üNo [ ru¡n Remarks:

6, Are letters for contracts documented and maintained
which outline any problems refated to substandard or
non-performance of the vendor?

n Yes !No X ru¿N
Remarks:

7. ls the final product to be delivered described
specifically and in as much detailas possible in the

ÇHP 78?
X Yes fI No n ruin Rernarks:

rolátisþnature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 1 1.1,

Chapter 22, before forwarding the CHP 78 or CHP
784?

E Yes n ¡lo E N/A Remarks;

cHP 680F (Rov, 0'9.08) oPl 010



Page 2 of 4

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAN D INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

I
9. Are requests for contract services less than six

months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

X Yes nNo n ru¡n
Remarks:

10, ls all work completed and accepted by the
Department before expiration of contract agreement? X Yes [] tto n N/A Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9., review
progress reports and interim products)?

X Yes üNo nrun Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties beíng assessed?

X Yes !No n N/A Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes ! tlo I n¡n Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
flnal invoice?

X Yes !ruo n ru¡n
Remarks:

15, ls the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes [ ¡to n N/A Rernarks:

Remarks:

REMAfKS:

16, Are all applicable form sections of the CHP 78
completed? X Yes lNo n ru¡n

17. Ðo emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and immínent danger, requiring immediate action to
mitigate the loss or impairment of lífe, health,
property, or essential publíc services?

X Yes fJ l.lo fJ N/A

18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
lnterest Statement, Employee, form?

X Yes I tlo ! N/A Remarks:

19. Are problems concernÍng the contractor's
performance fully documented in writing and made a

part of the contract manager's contract file?
E Yes ! tlo X rurn Remarks:

20. Ne contract amendment request dollar amounts
increased more than 30o/o? l-] Yes X r.¡o rl N/A Remarks:
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STATEOF CALÍFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendment request
more than one year? n Yes XNo n N/A Remall(s:

22. Are amendments requested before the expiration of
the origínal contract? X yes E Irto ! N/A Remarks:

23. ls a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rentalwhich is expected to exceed $4,999'99 in
totalcost?

D Yes XNo ! N/A Remarks:

Remarks:

Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissíoner, Staff?

I Yes I t'lo X N/A

25. Àie California Department of Justice (DOJ) and

Federal Bureau of lnvestigation (FBl) fingqrprint
checks and d.river license checks conducted for all of
the following types of agreements:

(f ) Avionlcs Maintenance and Repair
(2) Helicopter Malntenance and Repair
(3) lnstructor Services (on'site)
(4) JanitorialServices
(5) ConsultingServices

n Yes nNo Xvn

26 ls a {riv,er license checlf conducted for, but not

limited to, all of the following types of agreements, if
the contractor and/or specifìcally assigned personnel

are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and RePair
(3) Carpetlnstallation
(4) Diesel Generator Malntenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator MaÍntenance and Ropair
(7',)

(8) RePair
(9) nance and RePair
(f 0) nditioning Service
(1 1) Laundry/Linen Service
(12) Offíce Machíne Maintenance and Repair
(13) Pa¡nt¡ng Services (interiorof facllity)
(14) Plumbing Servlces
(15) RePair
(16) s (CarPet, not scales)
(17) lular, satellite, and regular)
(18) aintenance and RePair

(19)uninterruptible Power Supply Maintenance and Repair

! Yes nNo xnn Remarks:
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STATË OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint Ínformation
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

n Yes lNo X N/A Remarks;

-2B iF
adverse information discovered is grounds for
canceling the contract (i.e,, adverse driver license
andlor criminal history information is receíved
regarding the contractor or the contractor' s

Personnel)?

n Yes nNo X N/A Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three ye?fs after the final payment of
the contract?

X ves nruo n ¡lln Remarks:

30. ls a log sheet maintained for a diary of activities
related to the contract? n Yes XNo [ ¡un Remarks:

31, ls a computer file prepared for all contracts
admÍnistered? E Yes X ¡lo E nln Remarks:

32. ls a spreadsheet prepared listing allexpenditures?
! Yes Xruo nvn Remarks:

33. ls the notification to the contractor documented for
the start date for services to begin? X Yes INo n N/A Remarks:

34. ls the contractor contacted to determíne if all invoices
have been received in order to oversee the
completion of the contract?

X ves ! trto n ru¡n Remarks:

35, Do consultant services contracts of $1,000 or more

contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02.1)

X Yes fl No Xvn Remarks:

36. Does the contract file contain the STD. 4 Contractor
Êvaluation form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02.5)

D Yes []No X N/A Remarks:

37, Does Contract work only begin after approval of the

finalcontract? (SCM Vol. 1, Ch. 4, Section 4.09) X Yes I tlo [run Remarks:

Remarks:38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. I,

Ch. 7, Section 7.05)

n Yes fl I'lo E rurn

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol' I

Ch. 4, Section 4.09)
n Yes X trlo nnn Remarks:
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STATE OFCALIFORNIA
DEPARTMENT OF CALIFORNIA HÍGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

:::==:====::::====--=:======:J--=::=:::::-:::=r=

INSTRUCTIONS: This document shall be typed, Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter tnsjection numbeï. Under "Forward to:" enter tñe next level of command where the document

shall be routed to and its due date, This documenl shall be ulilized to document innovative praclices, suggestions for slatewlde

improvement, identified deficiencies, corrective aclion plans, and may be used to appeal nnàings. A CHP 51 Memorandum may be used if

additional

3 - Purchases

! Corrective Action Plan lncluded

n Appeal lncluded

n Attachments lncluded

Comma

January B, 2009

None.

ions for Statewide I

None.

purchase Requisitions (CHP 43) on file for the past twelve months were reviewed' The purchase

requisitions with supporting papemork as required
submitted, and filed. The items purchased, primaril

uniformed personnel, and business cards for new s
purpose. The Area's Purchase Requisition Number I

seguentially numbered, and accessible. No exceptions were noted.
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STATE OFCALIFORNIA
DEPARTMENT OF CALIFORNLq HIGI.ÍWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2

Command:

Marin Area
Divisionl

Golden Gate
Chapter:

3 - Purchases
lnspected by:

Seroeant G. Osuna January 7 ,2009

Correctíve Action P lan/Timeline
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3

I Review/Decision: This shall be the
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STATE OFCALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 1of 3

Command:

Marin Area
Division:

Golden Gate
Number:

350
Êvaluated by:

Serqeant G. Osuna January 7,2009
Ass¡sted by:

OSSI Pam O'Toole Januarv 7,2009

tNSïRUCT|ONS: Answer individuat items wíth "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepa":i::^ljll pLllll

iå"riå"rËiåã;ìîftilr'äËi¡i"ä¡ä. .ääì; t'r,ã"¡nãp.år¡onr .nãii¡. 
"ó.mðnieo 

on.v¡a. the "R ,marks" iection. Additionallv, such
---,¡ t^.,^l ^¡ ^^-man¡|;i.:J#;Æä.ìi/fi;rii#iilñ;iid. à""i,'ìärtä.iã.ìr e-ðê"tio* Do"u'"nt and addressed to the next levelorcommand

r¡ ¡L:- ¡^-ã :^ ,,^^À oo a É¡llurÞvr 9P9r lvree

Furthermore, the Exceptions Document shall include any follow-up ând/or corrective aclion(s) taken. lf this form is used as a Follow-up

lnspection, the "Follow-uP I box shall be marked and only deficient items need 1o bs

TYPE OF INSPECTION

f] Division Level X Command Level

n Executive Otfice Level ! Voluntary Self-lnspectíon

Follow-up Required:
IYes Xxo I foltow-up lnspection 2008

For applicable policy, refer to: HPM 11.2, Chapter 7

T. Are participants in the procurement process at the
command levelfamilÍar wíth the related poticies and
procedures for Purchasing?

X Yes nNo n N/A Remarks:

2. Have Approvers/reviewers of purchases receíved
procurement trainíng? X ves nruo n ruln Romarks:

g nre prohiO¡teO items procured on CHP 43, Purchases
Requisitions?

. Supplies for personally - owned equipment

. Commodities for personal use
¡ Confirming order
¡ Purchases via the internet

n Yes ñ tlo X ru¡n

a. a¡g s.tarate CHP 43s, Purchase Requisitions,
prepared for commodíty items obtainable from
different suppliers or from different statewide
commodity contracts?

I Yes X trlo ! N/A Remarks:

5, ls all required information entered on the CHP 43,

Purchase Requisition? X Yes DNo ! NiA Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (JulY 1)?

X Yes !No ! ru¡n
Remarks:

7-re eapedüed requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

fl ves nNo XruN Remarksl
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals? X Yes ! ¡lo n N/A Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid? ü Yes E tlo X ruln Remarks:

10. Does the CHP 315, Price Comparíson Worksheet,
document at least two price quotations? n Yes E t¡o X ruln Remarks:

1t. Rre Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljustified and in compliance with SAM
3555?

D Yes DNo Xvn Remarks:

12. Are Límited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555'3?

fJYes !No DK N/A

X ¡¡n

Remarks:

RemarKs:13. Do Non-Gompetitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

n ves nNo

l4-qre ¡tems checkàd immeO¡ately for content and
damage when delivered? X Yes nruo ú f.¡in Remarks:

1 5.ls the "received copy" of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,

within three business days of receipt, if all items are

accepted?

X ves !No ú N/A

n N/A

Remarks:

Remarks:16, Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

E Yes ENo

n ¡¡ln Remarks:@õtocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes fl No

18. ls the original "received copy" retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes nuo n ru¡n Remarks:

19, Are D.amaoed items delivered by common carr¡er
acknowledged on the freight bill by the carrier's driver
before being accePted?

I Yes nNo El ru¡n Remarksl

CHF 66oC (Rev. 0948) OPI 010



Page 3 of 3

STATE OF CALIFORNIA
DEPARTMENT OF CATIFORNTA HIGI-{WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. ls Purchasing Services Unit (PSU) notified
ímmediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

X ves nNo E N/A Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes D l,lo L] N/A Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 1'1, Topic 4)

X Yes !No ü ru¡n Remarks:

23, Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch.2, Topic 11)

X Yes DNo D ru¡N Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to cÍrcumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

X Yes XNo [run Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENÏ

additional is required.

::::==-=-===========:::::==:====:========:::====:::====::==:==============:::-=-
INSTRUOTIoNS: This docvment shall be typed. Check appropriate boxes as necessary, or fìll in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter lns¡jection number. Under "Forward to;" enter the next level of command where the document

shall be routed to and its due date. This documenl shall be utilized lo document innovative practices, suggestions for stalewide

improu"ment, identified defìciencies, corrective action plans, and may be used to appeal Rnitings. A CHP 51 Memorandum may be used if

7.2008 i

TYPE OF INSPECTION

n Division Levef El command Level

fl Executive Office Level

None.

None.

Ü Corrective Action Plan lncluded

! Appeal fncluded

n Attachments lncluded

Commander's ture: Date:

January 8, 2009

The Marin Area has a Standard Operating Procedu
and inline with departmental policy found in HPM 1

found to be maintained for the appropr¡ate retention
not occur prior to the X-Number Servíce Request st
contracts were found to be competitively bid, and X-Number seruice requests conta¡ned the necessary

and requ¡red approvals.
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STATE OF CALIFORNLq
DEPARTMENT OF CALIFORNIA HIGI-Í\^/AY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2 Sergeant G. Osuna January 7,2009

ector's Comments:

Corrective Action Plan/Timeline
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPÏIONS DOCUMENT

Page 3

Commander's Basis for

I Review/Decision: Thls shall be the

CHP 6EOA (Fev. 09'08) OPI 010



Page l of 2
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

::=::====:==::=========::===:==::::==========::==g=:===========:===:*==::5'l-'::-=::==:::J'

INSTRUCTIONS: Answer individualitems with "Yes" or'No" answers, orfillin the blanks as indicated. Any dìscrepancies with polioy'

appficable legal statues, or dofìciencies noted in the inspections shall be commented on via the 'Remarks" section. Additionally, such

ã[ôrãpãnc¡eõ and/or deficioncies shall be documenled on an Exceptions Document and addressed to the next level of cornmand'

Èu,tn"r^or", the Exceplions Document srlall inciuàã any followup and/or corrective action(s) taken' lf this form is used as a Follow-up

+
Assisted by:

Officer N. Silva

lnsoection. the ion" box shall be marked and only deficient items need to be re-inspected'

TYPE OF INSPECTION

fl Division Level X Command Level

fl Executive Office Level ! Voluntary Self-lnspection

Lead Inspector's Signature:

/,rzL*. Q*^--
Follow-up Required:
f*-l Yes X trlo

f_f Follow-up lnspection
January 8, ?00_9.__,

For applicable policy, refer to: HPM 11.1, Chapter 23

L Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? n Yes X t'to !va Remarks:

Remarks:

Remarks:

Remarks;

2, Does allX Number file documentation contain the

STD. 204 Payee Data Record? X ves nNo n ruln

3, Do X Numbers requiring a contract (i.e., janitorialor
landscapíng) have prior approvalfrom the Business
Services Section commander?

X ves E t'¡o ! N/A

¿. nre X lt¡umber requests made prior to the date the

services are Performed? X Yes E l,¡o n N/A

e Are X Numbers issued for a one-time use?
R Yes l-l No I-l N/A Remarks:

a Are prohibited services performed using an X
Number? n Yes XNo [ ruln Remarks:

1. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? X Yes fl No E ¡UN Remarks:

a - Are X Numbers issued for telecommunications
related services Pre-aPProved bY

Telecommunications Section?
! Yes E t'¡o X uln Remarks:

--_-g. Do--x tlumbers used for facilities related services
(such as roof repair, electrical) costing over $1,000
have prior approval from Facilities Section?

X Yes fl No X Nln Remarl(s:

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

! Yes nruo x N/A Remarks:
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STATE OFCALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do all X Numbers awarded to a non-small business
vendor contain three price quotations? X Yes ü tlo D ¡l¡n Remarks:

Remarks:12. Do allX Numbers awarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)?

X Yes I t'¡o [] N/A

13, Does the file documentation contain the STD' 21

Drug Free workplace certification for X Number
vendors?

X Yes ü ¡lo n ¡¡n Remarks:

Remarks:14. Do emergency service X Numbers document and
justify the emergency? X Yes nNo ! N/A

15, ls the itemized invoice for each X Number service
maintained in the command's files? X Yes ú trto n xln Remarks:
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STATE OF CALÍFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PAÏROL

COMMAND INSPECTION PROGR,AM
EXCEPTIONS DOCUMËNT

add¡tional is reouired.

:====:==:::====:===Ë:=====-=-:=====E=======:============::==:::=:===:=

etyped'CheEnterthechapter
tns[ection nu he document

document sh ewide

rective action m maY be used if

Janua

f] Corrective Action Plan lncluded

n Appeal lncluded

n Rttactrments lncluded

TYPE OF INSPECTION

fl Division Level X Command Level

fl Executive Ofilce Level

Forward to:
Golden Gate Division

Due Date: January 10,?009

Follow-up Required:

! yes Xl No

lns

lns s Comnlents R-eg.ard lnnovative Practices:

None,

None.

The Marin Area maintains Standard Operating Proc
provide necessary guidelines for the overall ma

collections. The Area's management team is a

collections, transmittals, and the separation of dutie
o,Toole, maintains the petty cash fúnd in a secured lock-box , and this fund Ís audited, unannounced, by

Area management, rnä rnoings of these audits are documented on a memorandum and maintained in

the Area's General Files,
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STATE OF CALIFORNIA
DEPAR'IMENT OF CALIFORNIA HIGI-IWAY PAÏROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMËNT

Page 2
lnspected by:

Sergeant G. Osuna

Division:

Golden Gate
Chapter: :

4 - Fiscal Controls i

January 6,2009 
i

Commander's R
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PAÏROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

4 - Fiscal Controls
Dale:

January 6, 2009

Commander's Bas¡s for

This shall be the

CHP 6804(Rev. o948) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls

Page 1of 3

Command:

Marin Area
Division:

Golden Gate
Number:

350
Evaluated by:

Seroeant G. Osuna January 6, 2009
Ass¡sled by:

OSSI Pam O'Toole Januarv 6, 2009

::===::::===================:====:=====:=========::=====================::==::::5=:

anks as policy,

onviat ,such
and add d'

) taken. lnsPeclion,

ln box shall be marked and only deficient items need to be re-inspected'

TYPE OF INSPECTION

fl Divísion Level X Command Level

f] Oft¡ce of lnspections I Voluntary Self-lnspection

Gããli!Þector's Signatu re :

.,/r/**' Q*''"-,
Follow-up Required:

I Yes X l,lo ::w) 1,.;;,",**
For applicable policíes, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 1 1,2'
(lh'anlar 2

1, ls management actively involved in reviewing and

approving papenvork related to receiving and
preparing collections?

X Yes nNo n N/A Rematks:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guídelines
for overall management and accountability of
rer:eivino and nreoarino collections?

X Yes nNo lrun Remârks:

_ +

- a. Oóès the command have adequate separation of
duties for collections received? R Yes l-'ì tlo i-l N/A Remarks:

4. Does the command have adequate separation of
duties for the cash receipt process? XIYes [l trto n N/A Remarks:

S. ts aCcess to the safe and/or vault appropriately
restricted? l Yes !No X ruIN Remarks:

6. Does a record exists which Ídentifies who has access
to the safe and/or vault and when changes in access
occur?

! Yes !No X NiA Rernarks:

i. Was the lock combination changed when an excess
number of employees were aware of the
combinatÍon, transferred out of the Area, or no fonger
reouires access?

ü Yes nruo Xrun Remarks;

S. -ls the safe securely anchored to the building?
[-l Yes [l ¡lo XruN Remarks;

0, Are weekfy transmittal reports prepared in
a¡.:'r¡rdenr¡e with clcnartmental oof icv? Yes l-l No n N/A Remarks:

10, ls the weekly transmittalreport(s) submitted to Fiscal
Management Section (FMS) within five working days
followinq the week covered by the report?

X Yes !No n Nln Remarks:

cHP 080G (Rsv 0908) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PAÏROL

INSPECTION PROGRAM
Chapter4
FiscalControls

11. Does the command submit the following forms
with the weekly transmittalwhen applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, Evidence/Property ReceipUReport

(Unclaimed Property),
(3) STD 634, Absence and AdditionalTime Worked

Report, for jury duty.
(4) CHP 221,Malicious Damage Repoft,
(5) CHP 464,Trallic Control Cost Estimate -

Advance Deposit.
(6) Civilsubpoena.

X Yes ! f.¡o n N/A Remarks:

12. ls a memorandum for cash shortages prepared if
necessary? X Yes nNo l--l N/A Remarks:

13. Does the command ensure the information written on
the counter receipt is complete and leqible? X Yes |_lNo N N/A Remarks:

14, Was a counter receipt issued for each witness fee
deposit received? X Yes nNo N N/A Remarks:

t 5' Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? X Yes l-l No ñ ru¡n Remarks:

16. Was each counter receipt issued for each sale,

including the sale of discarded tires, junk batteries,
used rotors. and other cash received?

X Yes !No ürun Remarks;

17. ls sales tax added to items that are not for resale?
X Yes l-l No N N/A Remarks:

Remarks:t8. nre allcounter receipts pre-numbered and issued in

numericalsequence? X Yes f-l ¡lo [l ru¡n

19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 2664'
Credit Memo - Non- Eouioment?

X Yes !No nvn Remarks:

20. ls the STD 439, Disbursement Voucher, properly
authorizecl and comoleted to suooort exoenditure? ll Yes l-l No X ruln Remarks:

21. A¡e the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00'
quarterly if under $10,00, and on June 30 of each
fiscal vear?

X Yes nNo n N/A Remarks:

22. ls the CHP 264 properly authorized?
X Yes l-l tlo l-l N/A Remarks:

23, Does the total amount of cash, receipts on hand, and

receipts in transit equal the total of petty cash and
chanqe funds?'

X Yes n ¡¡o n N/A Remarks:

24. ls there documentatíon to supporl periodic reviews of
petty cash and change funds performed by the
commander or designated Person?

X Yes ü tlo ! N/A Remarks:

25. Are overages and shortages of the petty cash
funds reporled to Fiscal Management Section? lX Yes ll No N N/A Remarks:

CHP 68OG (Rev. 09{6) OPI 010
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STATE OF CALIFORNIA
DEPARTMÊNT OF CALIFORNIA HIGI-{WAY PAÏROL

INSPECTION PROGRAM
Chapter 4
FiscalControls

26. Were change funds used to cash checks, money
orders or cash ier/travelers checks? l-l Yes XNo N N/A Remarks:

27. Are change funds over$100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adequate to safeguard cash?

I Yes nruo Ll N/A Rernarks;

28. Are all petty cash purchases under $50?
XlYes [l trlo ¡ N/A Remarks:

"-" 
29, ls petty cash used to purchase prohibited items?

[l Yes ñ ¡¡o I-l N/A Remarks:

30. D¡d the command circumvent the dollar limitation by
solittino the purchase?

-trJ.e.s
X t¡o N N/A Remarks:

31. ls a petty cash custodian designated by the
commander? lX Yes ll uo nNn Remarks:

CHP 660G (Rev. 0948) OPI 010



State of California

Memorandum

Busincss, Trnnsportation an<l Ilot¡siu g A genc¡'

Date:

To;

Frorn:

File No.:

Subject:

June 3,2008

Goiden Gate Division

As parl of the on-going evaluatiotrs of tlre Castr.o Vallel, Area oper.ations, I cotrducted a

complehe¡sive leview of the Financial Tì'ausactiotrs procedut'es. Specifically examined were the

processing of receipts for sale of reports ancl other items, asset forfeiture procedures, and petty

cash. There are no special driver's certificates to evaluate, as all of these transactions in

Alarneda Countl, are handled by the School Pupil Safety Coordinator in the I{a1'w¿¡¿ ¿ttu,

Thís evaluation revealed no irregularities in procedures, accountirig and documentation or fund

amounts. To the contrary, all personnel involved irr these functions are well versed in their roles,

with proper oversight by the supervisory staff and Cornmander, The transmittals at'e prepared

weekly, ieviewed by the Office Supervisor. and sigrred by the Conlnander. Petly cash funds are

audited monthly by the Commandet, There have been no asset forfeitule cases iu the past 12

months, nor any cases pending. A leview of the docunrentation for the last case indicated all

procedures were ploperly followed and docunrented.

A corrrplete inventory and audit of the evidelrce rootn is being conductecl as part of the recent

Cfiangõ of Couunand. Pl'ocessing of monies is part of this audit. To date, no inegularíties have

been detected.

Should you have any questions, ot'desire additional information, please feel free to contact me at

(510) s8t-9028.

DEPARTMENT OF CALIFORMA HIGHWAY IIATROL
Castro Valley Area

375,8981

DIVISION FOCUS, FINANCIAL TRANSACTIONS

E.G.

CHP 51wP (Rov. I 1-86) OPI 070
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Stâtc of Câlifornia

Memorandum

Iìusiness, Trattsportatiou altd Hottsing Agency

I)ate:

To:

From:

File No.:

Subject;

.Tulf i 6,2008

Golden Gate l)ivision

DEPARTMENT OT CALIITORNTA HIGITWAY I)ATROL
Castlo Valley Alea

37s.8981.12899

Division Focus .Tune 2008 - CI{P 268, STD 270, and CHP 208 Procecltu'es.

On July 16,2008,2}08,Sergeant Jim Allen, ID 12899, conducted an evaluation of the Castro

Valley Area's procedures relative to the following documents: the CHP 268, Potential Cfuil

Litigation Report; STD 270, Report ofT"ffic Accident; and CHP 2AS,Accident Prettention

Report. Higliway Patrol Manual (HPM) 11.1, Chapters 7 and B, were used as guides,

Accuracy is supporled by multiple levels of rerriew, to include Area supervisors and the Al'ea

Commander. Òhecklists conceming CHP 268 reports and the CHP 271, Critical Incident Risk

Management Respons,e Protocol, are utilized, Regarding timeliness, CHP 268127l packages are

complLted within 4g hours, and prelimiltaD¡ repoÌts are e-mailed to the office of Risk

Management (ORM) according to cun'ent poiicy. STD 270 and270 Liability Only reports are

completed iu a timely manneÌ, with prelirninar¡, ¡spstts being faxed to ORM within 48 hours

(normally the same day as the occulrence). Sergeants, as well as Officers in Charge (OICs), are

encouraged to contact the on-call manager or supervisor with any questions regarding these

documents.

With regards to reporting consistency, Alea pelsomel ale routinely updated as to reporting

requirements surouncling the aforementioned cloculnents. Polic),fevisions al'e distributed to the

appropriate unífor:necl und noo-onifotmed personnel, and these updates/revisions are discussed

it X"ustaff meetings, training days, OIC training, and briefings. New supet'visors are provided

examples of reports upon their assigrunent to the Alea. Area personnel nrairÍain ongoing

oonununication with Golclen Gate Division staft par'ticularl¡'the Field support unit' regalding

the preparation and routing of tliese reports. Clerical personnel follow the provisions of I{PM

1 1. f, itrapter' 8, page 8-3, fol CI-IP 268 clistributions, and HPM I i.1 , Chaptet 7, page 7-6,for
STD 270 ãnd CÉP 208 distributions, Processing and tracking of these documents is assisted by

an established clerical suspense s)'stem,

Srfe(y, Sen'íce, und Securi.4t



Division Focus June 2008
Castro Valle¡,A¡ea
I>age2
.Tuly J 6,2008

A rerriew of local plocedures by tlre Area Cornmander revealed sonre deficiencies in the cuuent

review system. As a result, the Comlnancler is ímplernenting a tnore comprehensive ret'ieu'
process of a.ll CHP 268/271, STD 270, and CHP 208 packages ¡rrior to their submission to

Golden Gate Division, This system will be supported by the addition of a lieutenant in the near

idir¡q arr additional level of leview,



STATE OFCALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 1

Command:

Castro Vallev
Div¡si0n:

Golden Gate
Chapter:

ó
lnspected by:

Lt. Chris Dav
Date:

121U2048
X Number Program

:=:==:===-=======::::::-===-==-====== =======-======-=-====::=-===:::::::==
INSTRUCTIONS: Thís document shall be typed, Check appropriate boxes as necessary, or fill in the blanks as ìndicated. Entêr thê châpter
number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of oommand where the document
shall be routed to and its due date, This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective actíon plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

n Corrective Action Plan lncluded

I Appeallncluded

I Attachments lncluded

TYPE OF INSPECTION

! Division Level Xl Command Level

! Executive Office Level

Commander's Sig nature:
Follow-up Required:

XYes n No

Forward to:
Golden Gate Division

Due Date: 1213112008

ln r's Comments rdino lnnovative Practices:

o The Area has an X number binder.
been rendered a packet is compiled

Once an X number has been obtained and
that includes the 78X, required forms, and

the services have
invoice.

Command ions for Statewíde lmprovement:



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2

Command:

Castro Vallev
Division;

Golden Gate
chapter:

3
lnspected by:

Lt. Chris Dav
Date:

121312008
X Number Program

100% of X number requests was examined.

The CHP 788 (X Number Log) had 1B entries. Two entries (X05-375-0060 and X05-375-0073)
indicated "Cancel" in the log. 

-Although 
X05-375-0060 was marked "Cancel", the file included

accompanying paperwork and an invoice for this X number. The invoice was signed by the
commander on December 19, 2005. lt appears this invoice was paid, lt is unknown why the log

was marked to indicate the X number had been cancelled,

Although the log showed 18 entries, only 17 X number packets were located. A packet for X05--

076-357 was located but the X number was not entered in the log.

A comparison of the log and the X number packets revealed that documentation was missing for
two X numbers (X05-375-0073 and X03-375-0097).

Policy states that the original STD 21 and a copy of the STD 204 shall be retained at the Area
level, No original STD 21 forms were located. Of the documents reviewed eight vendors
supplied the requested services. Of those eight vendors, STD 204 forms were located for only -
four of them. lt is unknown if STD 204 forms were completed for the remaining four vendors,

A list of cedified small businesses was provided to the Area from Golden Gate Division, Based

on that list, the following vendors who provided services to the Castro Valley Area were also

certified as small businesses:

o Bay Lock and key, lnc.
o Phoenix Data Products, lnc. (DBA Venture Forth)

One vendor (B & C Janitorial) was shown as a certified small business on the CHP 78X but no

supporting documentation could be located. The X number for this vendor was not included on

the log.

Policy requires that the STD 21 and STD 204 be attached to the CHP 78X form the first time a
vendor is used. Of the 17 X number packets examined, only three had the required forms
attached.

Six CHP 78X forms had only one bid. Of those six forms, three were for certified small
businesses and therefore only one bid was required. The remaining CHP 78X forms indicated
that none of the vendors was a certified small business and the requested seruices did not
appear to meet the definition of an emergency (one seruice request was to install locks on office
cabinets and two requests were for copy machine repairs.). Three bids should have been
obtained.



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3

Command:

Castro Valley
Division:

Golden Gate
Chapter:

3
lnspected by:

Lt. Chris Dav
Date:

12t3t2008
X Number Program

Three CHP 78X forms were from Bay Lock and Key, lnc., a certified small business. Because
this business was a certified small business only one bid was required. Bay Lock and Key, lnc,
provided the requested se¡vices (based on the attached invoices) but the CHP 7BX forms did not
include the company's initial bid. The "No Bid" box was checked on each of these CHP 78X
forms. Policy requires that a bid be included (the "No Bid" box is used when a company does not
provide a bid.)

Five CHP 78X forms were completed after Janu ary 2007, when the use of the CHP 78S (Conflict
of lnterest Statement - Emptoyee), CHP 78V (Conflict of lnterest and Confidentiality Statement -
Vendor), and CHP 28 (Voluntary Statistical Data) became mandatory. Although there is no way
to determine if the CHP 28 was sent to the vendor, there were no completed CHP 78S or 78V
forms attached to any of the CHP 78X forms.

Five 78X forms showed services provided before the 78X form was completed. lt is unknown if
the services were provided before the X number was obtained.

The Records Retention Schedule indicates that CHP 78X forms are to be retained at the Area
level for two years and then sent to the State Record Center for an additional three years.
Twelve (12) X number packets were older than the required retention period,

Commander's Res SE:

ln s Comments:

The current system used to record X number requests and file the requlred documents does not appear
to be sufficient. A more detailed filing system should be developed to include completion and retention
of all required reports (STD 21, STD 204, CHP 28, CHP 78S, CHP 78V, approvals, justifications, etc.).



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HÍGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page4

Command:

Castro Vallev
Divis¡on:

Golden Gate
Chapter:

3
lnspected by:

Lt. Chris Dav
Date:

12t312008
X Number Program



STATË OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 5

ç0mmand:

Castro Vallev
Division:

Golden Gate
châpter:

3
lnspected by:

Lt. Chris Day
Dete:

12t312008
X Number Program

Lead Inspector's Signature; Date:

Responding Commander's Signature (for appeal): Date:



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHEGKLIST
Chapter 3, Command Procurements
X-Number Program

Page 1 of2

u0mmend:

Castro Vallev
DÍvls¡on:

Golden Gate
Number:

375
Evaluated by:

Lt. Chris Dav
Date:

12t3t2008
Assieted þy: Date:

INSTRUCTIONS: Answer individual items with "Yes" or nNo' answers, or lìll in the blanks as indicated. Any discrepancies with policy,

applicable legâl statues, or deficisncies noted in the inspections shall be commented on vía the "Remarks" section. Additionally,. such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command,
Furthermore, the Exceptions Document shall include any follow-up and/or correctíve action(s) taken. lf this form is used as a Follow-up
lnspection, the "Folfow-up lnspection'box shall be marked and only defìcient items need to be re-inspected.

TYPE OF ÍNSPECTÍON

! Division Level X Command Level

I Executive Office Level ! Voluntary Self-lnspection

Lead lnspecto/s Signature:

Follow-up Required:
lX Yes [-l tto

I Follow-up lnspection Commander's Signature: Date:

For applicable policy, refer to: HPM 1 1.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? [] Yes Xruo fl N/A Remarks:

2. Does all X Number file documentation contain the
STD, 204 Payee Data Record? ! Yes XNo ! ru¡n Remarks: Only two STD 204 fo¡ms

could be located for vendors used.

3, Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approval from the Business
Services Section commander?

! Yes nNo xl N/A Remarks:

4. Are X Number requests made prlor to the date the
services are performed? I Yes XNo ! N/A Remarks: See exceptions documenl

5, Are X Numbers issued for a onetíme use?
R Yes l-l trto E ru¡n Remarks:

6. Are prohibited seruices performed using an X
Number? ! Yes X trlo [run Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? X Yes !No [run Remarks:

B, Are X Numbers issued for telecommunications
related services pre'approved by
Telecommunications Sectíon?

n Yes !No Xun Remarks: No Telecommunication X
numbers were requested

L Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000
have prior approval from Facilities Section?

XlYes ü t¡o flrun Remarks: One facility X number
obtained for seruices over $1000.
Pre-approval obtained,

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

X Yes I t'¡o nvn Remarks: Range X numbers included
approval from ACF.

CHP 680E (Rev. 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 2of2
Command:

Castro Vallev
Division:

Golden Gate
Numþer:

375
Evaluated by:

Lt. Chris Dav
Date:

12t3t2008
Assisted by: Date:

11, Do all X Numbers awarded to a non-smafl business
vendor contain three price quotations? n Yes XNo n N/A Remarks: See exceptions document

12. Ðo allX Numbers awarded to a small business
vendor contain the small busíness certification from
the Department of General Services (DGS)?

E ves X tlo I ru¡n Remarks: See exceptions document

13. Does the file documentation contain the STD, 21

Drug Free workplace certification for X Number
vendors?

! Yes X tto n N/A Remarks: See exoePtions document

14. Do emergency service X Numbers document and
justify the emergency? fi Yes nNo Xrun Remarks:

15. ls the itemized invoice for each X Number seruice
maintained in the command's fifes? X Yes []No nrun Remarks: lnvolces attached to all X

numberpackets. Some X number
oâckets mÍssinq,

CHP 660E (Rev. 09{8) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 1

Command:

Castro Vallev
Division:

Golden Gate
chapter:

3
lnspected by:

Lt, Chris Dav
Date:

12t512008
Purchases

=====::::::-:=::=========::======::====::=============:::=::===E===:==::=-===

INSTRUCTTONS: This document shâil be typed. check appropriate boxes as necessary, or fill in the blanks as ¡ndicâted. Enter the chapter

number of the inspection in the Chapter f nspectíon number. Under "Forward to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identified deficiencies, correotive action plans, and may be used to appeal findings, A CHP 51 Memorandum may be usedif

additional space is required.

! Corrective Action Plan lncluded

n Appeallncluded

! Attachments lncluded

TYPE OF INSPECTION

n Division Level X command Level

! Executive Office Level

Commander's Sig nature:
Follow-up Required:

fi Yes ü trlo

Forward to:
Golden Gate Ðivision

Due Date: 1213112008

lns s Comments Reqardinq lnnovative Practices:

e No innovative practices were noted,



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2

Command:

Castro Vallev
Division:

Golden Gate
Chapter

3
lnspected by:

Lt. Chris Dav
Date;

12t5t2008
Purchases

o The CHP 78S form (Conflict of lnterest Statement - Employee), CHP 78V form (Conflict of
lnterest and Confiduìtiatity Statement - Vendor), and CiJP'28'(Voluntary Statistical Deta) !av-e _

been required for all requisitions since 2007. Although there is no way to determine if the CHP 28

form was sent to the vendor, there were no completed CHP 78S or 78V forms attached to any of

the requisitions.

. Policy requires that freight and/or packing slips from items received be attached to the purchase

order and sent to FiscaL Management Section. lt is unknown if this occurred. No packing slips

were attached to the requisitions located in the Area file,

. CHP 43 forms and CHP 41 forms are currently filed together. By filing both documents together it

was diffícult to identify requisitions for this inspection. lt is recommended that CHP 4l forrns and

CHP 43 forms be filed separately.



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HÍGFIWAY PATROL

COMMAND INSPËCTION PROGRAM
EXCEPTIONS DOCUMENÏ
Page 3

Command:

Castro Vallev
D¡V¡siOn:

Golden Gate
Chapter:

3
lnspected by;

Lt. Chris Dav
Date:

12t5t2008
Purchases

The current system used to record purchases and file the required documents does not appear to be

sufficient. A more detailed filing system should be developed.



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECÏION PROGRAM
EXCEPTIONS DOCUMENT
Page 4

Command:

Castro Valley
D¡vision:

Golden Gate
Ghapter:

3
lnspected by;

Lt. Chris Dav
Dete:

12t5t2008
Purchases



STATE OF CALIFORNIA
DEPARTMENT OF CALÍFORNIA HIGI-fWAY PATROL

COMMAND INSPECTION PROGRAM
EXCËPTIONS ÐOCUMENT
Page 5

Command:

Castro Vallev
DivÌsion:

Golden Gate
Chapter

3
lnspected by:

Lt. Chris Dav
Date:

1215t2008
Purchases

eal Review/Decision: shall be the onlv level of

Lead lnspector's Signature; Date:

Respond¡ng Commander's Slgnature (for appeal): Date:



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-{WAY PATROL

COMMAND INSPEGTION PROGRAM
INSPECTION CHECKLI$T
Chapter 3, Command Procurements
Purchases

Page l of 3

Comrnand:

Castro Vallev
Division:

Golden Gate
Number:

375
Evaluatêd by:

Lt. Chris Dav
Date:

121812008
Assisted by; Date:

INSTRUCTIONS: Answer indlvidual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy'

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section, Additionally, such

discrepancíeð and/or deficiencies shall be documented bn an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Documenl shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

TYPE OF INSPECTION

fl Dívision Level X Command Level

n Executive Office Level n Voluntary SelÊlnspection

Lead lnspector's Signature:

Follow-up Required:
XYes nNo f] rollow-up lnspection

Commandeis Signature: Date:

For applicable policy, refer to: HPM 1 1.2, Chapter 7

1. Are participants in the procurement process at the
command levelfamiliar with the related policies and
procedures for purchasing?

X Yes fl tlo ! N/A Remarks:

2. Have Approvers/reviewers of purchases received
procurement training? X Yes nruo fl N/A Remarks:

3, Are prohibited items procured on CHP 43, Purchases
Requisitions?

. Supplies for personally - owned equipment
o Commodities for personal use
. Confirming order
. Purchases via the internet

! Yes XNo ! N/A
Remerks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodíty items obtainable from
ditferent suppliers or from different statewíde
commodity contracts?

X Yes nruo n ru¡n Remarks:

5, ls all required information entered on the CHP 43,
Purchase Requisition? X Yes E trto D N/A Remârks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
físcal year (July 1)?

X Yes INo nvn Remarks:

7. Are expedited requests for the purchase of goods
forwarded to the Assístant Commissioner, Staff, for
approval?

E Yes DNo X ruln Remarks:

CHP 680C (Rôv. 0948) OPI 01 0
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFÍWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

u0mmano:

Castro Vallev
D¡vis¡on:

Golden Gate
Number:

375
Evaluated by:

Lt. Chris Dav
Date;

12t8t2008
Assisled by: Dete:

8. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals? X Yes INo ñ ru¡n Remarks:

9, Are the CHP 43, Purchase Requisitions,
competitively bid? X Yes !ruo fl N/A Remarks:

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations? X ves nruo nrun Remarks:

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljustifíed and in compliance with SAM
3555?

I Yes ú t'¡o X ru¡N Remarks:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555,3?

I ves nruo x N/A Remarks:

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justifícation and NCB Corrective
Action Plan documents?

n Yes E tlo Xvn Remarks:

14. Are ítems checked immediately for content and
damage when delívered? X Yes fl No n ru¡n Remarks:

15. ls the "received copy" of the purchase order
approved, dated, and fon¡varded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes ! tlo TJ N/A Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

n Yes I tlo fl N/A Remarks: Unknown

17. ls FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

n Yes nNo Erun Remarks: Unknown

18. ls the original "received copy" retained by the
command for completion and forwarding to the FMS
when the complete shioment is received?

fi Yes fJ t'¡o []nn Remarks:

19. Are Damaoed items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

n Yes !No XruN Remarks:

CHP 6EOC (Rev. 09OE) OPI 01 0



Page 3 of 3

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.IWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION CHECKTIST
Chapter 3, Command Procurements
Purchases

cofnmand:

Castro Vallev
Division:

Golden Gate
Number:

375
Evaluated by:

Lt, Chris Dav
Date:

12t812008
Assisted by: Date:

20. ls Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

X ves flNo E ru¡N Remarks;

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonabte length of time. (SAM 8422.0)

n Yes nNo n N/A Remarks: Unknown

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol, ll, Ch. 11, Topic 4)

fJYes fl No nrun Remarks: Unknown (only 2007 and

2008 requisitions located in command
f¡le)

23. Are decisions documented to create a paper trail
documenting the basís of the decisions made for the
purchase? (SCM Volll Ch. 2, Topic 11)

X Yes E tto fl N/A Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

n Yes XNo ENn Remarks:

Cl-lP 6E0C (Rev, 0948) OPl010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENÏ
Page 1

Command:

Castro Vallev
Divisíon:

Golden Gate
Chapter:

3
lnspected byl

Lt. Chris Dav
Date:

12t512008
Contracts

:=:===:==::==::::::::::::::::== ==-======__-===--======--:==â====::==--====:==::
TNSTRUCTTONS: This document shail be typed. Check appropriate boxes as necessary, or fìll in tho blanks as indicated, Enter the chapter

number of the inspection in the Chapter lns¡iection number. Under "Forward to:" enter the next level of command where the document

shall be routed to and its due date. This document shall bo utilized to document innovative practíces, suggestions for statewide

improvement, identified deficiencios, corrective action plans, and may be used to appeal findings, A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

fl Division Level X Command Level

E Executive Offíce Level

n Corrective Action Plan lncluded

E Appeallncluded

n nttachments lncluded

Followup Requíred:

X Yes n ¡¡o

Forward to:
Golden Gate Divísion

Due Date: 1213112008

Commander's Sig nature: Date:

lnspector's Comments Regarding lnnovative Practlces:

. No innovative practices were noted.
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Command:

Castro Vallev
D¡v¡s¡0n:

Golden Gate
Chapter:

3
lnsp€cted by:

Lt. Chris Dav
Date:

12t512008
Contracts

lnspector's Findinos:

100o/o of the contracts located in the Area file were examined,

The clericaf LAN directory (l:\Clerical) contained six folders used to record invoices, The folders
were listed as follows:

o lnvoices - ASM - 2006
o lnvoices - ASM -2007o lnvoices * ASM - 2008
o lnvoices - Other - 2006
o lnvoices - Other - 2007
o lnvoices - Other - 2008

ln each folder was a Word document containing a table. The table had columns for the date,

invoice information, and where the invoice was sent. This was the only contract tracking system
that was located. The documents were not used to monitor funds for each contract; they were
used to track when invoices were sent to Accounts Payable, The Area does not have a current
system used to monitor funds to ensure contracts do not exceed the allotted amounts.

When a contract request is submitted a CHP 78 form is completed per policy, The CHP 78 form

is then forwarded to the Contract Services Unit for processing. Policy also requires that the CHP
78 form be attached to the final approved contract in the file. Of the six Area contracts (Range,

Janitorial, Fuel, Alarrn, Copy Machine, and Evidence Tow) the file did not contain a copy of the
Evidence Tow contract. Thê Tow Officer maintained the only copy of this contract. Of the five -

contracts located in the file, none of them had a CHP 78 form attached. An expired fuel contract
was located in the file that had a CHP 78 form attached. This was the only CHP 78 form located
in either the 2007 or 2008 files.

Although policy requires a CHP 78 form to be attached to the contract, both the Area and the
Contraôt Seruices Unit may share responsibility for the forms not being attached as required. On

December 4,2008, Lt. Day called the Contract Services Unit to inquire about CHP 78 forms. He

was advised that Contract Services Unit attaches the CHP 78 form when they send the

completed contract to the Area. This information is not completely accurate. Lt. Day located the
current Janitorial contract in the file, The contract still had an attached "route slip" from the
Contract Services UnÍt and did not include a CHP 78 form.

Although CHP 78 forms were not sent back to the Area as expected, the Area had a responsibility
to maintain copies of the documents before sending the original CHP 78 form to the Contract
Services Unit. Had this occurred, the Area could have simply attached the copy of the CHP 78
form to the contract received from the Contract Services Uh¡i anO be in complíance with policy. '
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Command:

Castro Vallev
Division:

Golden Gate
Chapter:

J
lnspected by:

Lt. Chris Dav
Date:

12t5t2008
Contracts

. Per the records retention schedule 1 P 78

forms and the accompanying contra . pired'

When examining the onli cojrtract files in the office (2007 and 2008) it was noted that two expired

contracts were still in the files. These contracts should have been purged.

. The 2OO7 contract file contained information that was not contract related. The file contained

lease information for the Castro Valley office including a letter from the Department of General

Services dated January 4,2007, showing the monthly rent and a letter from the property manager

dated March 1,2007 , indicating a rent increase,

. Afl inspected invoices were properly approved. However, only invoices for 2007 and 2008 were

locateä, Policy states that invoices, records, and relevant documents for a contract are to be

retained for thiee years after the final payment of the contract has been made, Because only two

years of invoices were located it is unknówn if contract invoices were retained for services prior to

2007,

. The CHP 78S form (Conflict of lnterest Statem
lnterest and Confidentiality Statement - Vendo
been required for all contracts sínce 2007. All
form was sent to the vendor, there were no co
the contracts.
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Command:

Castro Vallev
Division:

Golden Gate
Chapter:

3
lnspected by:

Lt. Chris Dav
Date:

121512008

Gontracts

The current system used to record contracts and file the required documents does not appear to be

sufficient. A more detaíled fíling system should be developed to include completion and retention of all

required reports.
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Command:

Castro Valley
D¡viS¡On:

Golden Gate
Chapter:

ó
lnspected by:

Lt. Chris Dav
Date:

121512008

Contracts

Lead Inspector's Signature: Date:

Responding Commander's Signature (for appeal): Date:



STATE OF CALIFORNIA
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COMMAND INSPËCTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1of4
Command:

Castro Vallev
Divlsion:

Golden Gate
Number:

375
Evaluated by:

Lt. Chris Day
Dâte:

121512008
Assisted by: Date:

========--====:=====:=:====:===:=====Ë::===::============::::=:===::===-
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, orfill in the blanks as indicated. Any discrepancies with policy,

applicaole legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally' such

Oiscrepancieð and/or deficiencíes shall be documented'on an Exceptions Document and addressed to the next level of command.

Èu.tn"rroru, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

box shall be markod and only deficient items need to þe

TYPE OF INSPECTION

! Divísion Level XlCommand Level

E Executive Otfice Level Ü Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:
XYes [-lNo

E Follow-up lnspection Commander's Signature: Date:

For applicable policy, refer to: HPM 1 1.1, Chapter 22

1. ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

E Yes !No n N/A Remarks: Original CHP 78 forms
were not kept on file. One CHP 78
was attached to one of the contracts
in file.

2. ls a CHP 78 Contract Request used for one-time
seruices exceeding $4,999,99? ü Yes nno Xrun Remerks:

3. ls the Office of Primary lnterest (OPl)tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract payable listed on the CHP 78?

n Yes 8No E ¡¡ln Remarks: One contract had a CHP
78 atteched and the control numbel
was not on the form.

4. ls the performance of contract servíces monitored
and documented? X Yes lNo Erun Remarks:

5. Are all copies of correspondence with the vendor
maintained? I Yes nNo I N/A Remarks;

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non'performance of the vendor?

n yes nNo XruN Remarks: No problems noted so no
letters maintalned.

7. ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

X Yes !No E uln Remarks:

B. Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 1 1 ' 1,

Chapter 22, before forwarding the CHP 7B or CHP
78A?

X Yes ! ¡lo n uln Remarks;

CHP ôEoF (Rev.0948) OPI 010
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Command:

Castro Vallev
Division:

Golden Gate
Number:

375
Evaluated by:

Lt. Chris Dav
Date:

121512008
Assisted by: Date:

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

! Yes nruo Erun Remarks: No requests for services'
were made less than 6 months from
the anticipated start date.

10. ls allwork completed and accepted by the
Department before expiration of contract agreement? X Yes nNo fl N/A Remarks:

1l. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9,, review
progress reports and interim products)?

X Yes DNo !xn Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes E t'¡o ! ruln Remarks:

13. Are contract expenditures monitored to ensure there
are Sufficient funds. to pay for all services rendered
as required by contract?

I Yes X t'to [run Remarks: Refer to exceptlons
document

14. Does the requestor verifo the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes nruo úrun Remarks:

15. ls the final Ínvoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes ENo ! Nln Remarks:

1ô. Are all applicable form sections of the CHP 78
completed? n Yes XNo DruN Remarks: No CHP 78 forms attached

to most contrac'ts.

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and immínent danger, requiring immediate actíon to
mitigate the loss or impairment of life, health,
property, or essential public services?

E Yes E t'¡o x N/A Remarks:

19, Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
lnterest Statement, Employee, form?

I Yes Eruo fl N/A Remarks: no CHP 78S or 78V
located ìn the file for any contract,

19, Are problems concerning the contractor's
pedormance fully documented in writing and made a
part of the contract manager's contract file?

n Yes üNo x N/A Remarks:

20, Are contract amendment request dollar amounts
increased more than 30%? l-l Yes l-l trto X N/A Remarks:

CHP 680F {Róv.09{A) OPI 010
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Command:

Castro Vallev
Div s on

Golden Gate
Number:

375
Êvaluated by:

Lt. Chris Dav
Date:

121512008
Assisted by: Date:

21. ls the length of the contract amendment request
more than one year? Ë Yes !No XruN Remarks:

22. Are amendments requested before the expiration of
the oríginalcontract? n Yes D ¡lo Xrun Remarks:

23. ls a service contract on a CHP 78, Contract Request
ínítíated for any commercial meetingiconference
room rentalwhich is expected to exceed $4,999.99 in
total cost?

E Yes X tlo D N/A Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approvalfrom Assistant
Commissioner, Staff?

! Yes E trto x N/A Remarks:

25. Are Galifornia Department of Justice (DOJ) and
Federal Bureau of lnvestígation (FBl) finoerpriEt
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Mâintenance and Repalr
(3) lnstructor Services (on-site)
(4) JanitorialServices
(5) ConsultingServices

X Yes nuo !vn Remarks:

26. ls a ülvellcense checK conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitorlng
(2) Camera Maintenance and Repair
(3) Carpetlnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguishe¡ Service
(8) Garage Door Maintenance and Repair
(9) Grâphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, end Air Conditioning Service
(1 l) Laundry/Linen Service
(12) Office Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbíng Services
('15) Scale Maintenance and Repair
(16) Steam Cleaning Servíces (Carpet, not scales)
(17) Telephone Servìces (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair
( 19)Unintenuptible Power Supply Ma¡ntenance and Repair

D Yes !No xl N/A Remarks:

CHP 680F (Rev.0908) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 4 of 4

Command:

Castro Vallev
Divísion:

Golden Gate
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375
Evaluated by:

Lt, Chris Dav
Date:

12t5t2008
Assisted by: Dete:

27. Are all driver license and fingerprint information
foruvarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commpnder review?

X Yes [ruo nvn Remarksi

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e,, adverse driver license
and/or criminal history informatíon is received
regarding the contractor or the contractor' s
personnel)?

X Yes nNo ú ru¡n Remarks:

29. Are all invoices, records, and relevant documentation
maíntained for three years after the final payment of
the contract?

X Yes nNo ¡ N/A Remarks: This assumption is basedo
n the fact that only years of invoices
were located,

30. ls a log sheet maintained for a diary of activities
related to the contract? Elves ENo fJ ru¡N

Remarks:

31. ls a computer file prepared for all contracts
administered? fl ves fl No [run Remarks:

32. ls a spreadsheet prepared listing all expenditures?
! Yes XNo nnn Remarks: See excePtions document

33. ls the notification to the contractor documented for
the start date for services to begin? X Yes ENo n n¡n Remarks:

34, ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

! Yes ! tto fl NiA Remarks: Unknown

35, Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch, 3, Section 3.02.1)

n Yes ! l,lo xl N/A Remarks:

36, Does the contract file contain the STD. 4 Contractor
Evaluatíon form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02.5)

n Yes !No 8run Remarks;

37, Does Contract work only begin after approval of the
finalcontract? (SCM Vol, 1, Ch. 4, Section 4.09) ! ves nNo x N/A Remarks:

38. Are the requirements for Government Code Section
19130 (a)or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. I,

Ch. 7, Section 7.05)

X Yes nuo ! N/A Remarks:

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol, I,

Ch. 4, Section 4.09)
E Yes X t¡o Erun Remarks:

CHP 6E0F (Rov.09-OE) OPI 010
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additional

Command: Division:

Golden Gate
Chapter:

3
lnspected by:

Lt. Chris Dav
Date:

12t2612008

Cal-Cards

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fìll in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter lnspectíon number. Under "Forward to:" enter the next level of command where the document

shall be routed to and its due date, This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identif¡ed deficiencies, corrective aclion plans, and may be used to appeal nnðings, A CHP 51 Memorandum may be used-if

TYPE OF INSPECTION

fl Division Level X Command Level

! Executive Otfice Levet

! Corrective Action Plan lncluded

! Appeal lncluded

E Attachments lncluded

Follow-up Required:

XYes nruo

Forward to:
Golden Gate Division

Due Date: 1213112008

Commander's Sig nature: Date:

lnspector's Comments Reqardinq lnnovative Practices:

. No innovative pract¡ces were observed.
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Command: DivisÌon:

Golden Gate
Chapter:

3
lnspected by:

Lt. Chris Dav
Date:

'12t2612008

Cal-Gards

I s Findinqs:

Twelve (12) Cal-Card statements were reviewed for 2008. The statements dates were as follows:

o 112212008
o 212212008
o 312412008
o 412212008
o 512212008
o 6123120A8
o 712212008
o 912212008
o 1012212008
o 1112412008 (two statements - one for each assigned Cal-Card)

No Cal-Card information was located for the 812212008 statement. The 2007 Cal-Card file was
reviewed to determine if the August 2008 statement had been incorrectly filed. The August 2008
statement was not located. On December 26, 2008, a telephone message was left for Ms. Tina
Cook, Golden Gate Division AGPA, asking if Division had a copy of the August 2008 statement
and CHP 317 forms. Ms. Cook e-mailed Lt. Day on December 29, 2008. The e-mail stated that
there were no Cal-Card statements for August 2008 because Cal-Card use was prohibited that
month due to the unsigned State budget,

Per the instructions for the CHP 317 (Cal-Card Log), the "DESCRIPTION OF PURCHASE"
sectíon requires a justification if a non-certified supplier was used. HPM 11,2 (Materials
Management Manual) does not clearly define a "certified supplier". The policy references
certified smalt businesses, cedified micro businesses, and certified disabled veteran businesses.
The policy also references companies with STD 21 (Drug Free Certification), STD 204 (Payee
Data Record) and CIWMB 74 (California lntegrated Waste Management Board Recycled Content
Certification) forms on file, lt is unclear if a "certified supplier" is a supplier with the STD 21, STD
204, and CIWMB 74 forms on file of if the supplier needs to be a certified small, micro, or
disabled veteran business to be "certified".

During this inspection the assumptíon was made that a supplier had to be a certified small, micro,

or disabled veteran supplier to be "ceftified", Based on this assumption, the CHP 317 forms
completed for 2008 lacked sufficient justifications. Of the 51 Cal-Card purchases shown on the
CHP 317 forms, eleven (11) lacked the required justification. lf, however, the requirement for a
"ceÉifìed" supplier was sirnply that the STD 21, STD 204, and CIWMB 74 forms were on file then
no justifications were required.
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Cal-Cards

There were five suppliers shown on the CHP 317 forms that lacked the required STD 21 and STD

204 forms. The suppliers, statements dates, and notations on the CHP 317 forms were as

follows:

o Denevi Video Reflections - this supplier was shown on the 312412008 statement and

accompanying CHP 317. ln the "DESCRIPTION OF PURCHASE'section was a notation

stating, "Awailíng return of STD 21, & STD 204" lt does not appear that these forms were

ever ómpleted ãnd returned to the Area because a similar notation was made on the
5/22/2008 CHP 317 form.

o Denevi Video Reflections - this supplier was shown on the 512212008 staternent and

accompanying CHP 317. ln the.DESCRIPTION OF PURCHASE'section was a notation

stating, "Awaiiing STD 21, CHP 28, and STD 204", lt Ís unknown if these forms were ever

completed and returned to the Area.

o Barstad and Donicht - this supplier was shown on the 212212008 statement and

accompanying CHP 317. ln the "DESCRIPTION OF PURCHASE" section was a notation

stating, "SÍD2t, STD 204, & CHP 28 package was sent to this vendor". lt is unknown if

these forms were ever completed and returned to the Area.

o Value Business Products - this supplier was shown on the 112212008 statement and

accompanying CHP 317. ln the "DESCRIPTION OF PURCHASE" section was a notation

stating, "Awaiiing return of STD 21 & STD 204". lt is unknown if these forms were ever

compfeted and returned to the Area.

o Alpine Awards - this supplier was shown on the 112212008 statement and accompanying

CHP 317. ln the "DESCRIPTION OF PURCHASE" section was a notation stating,
"Awaiting return of STD 21 & STD 204'. lt is unknown if these forms were ever completed

and returned to the Area.

The 5t2220OB statement and accompanying CHP 317 form showed a purchase from "Frames by

Mail". tn the "DESCRIPTION OF PU¡ìCHASE'section the only notation was "frames". Per HPM

11.2, page 3-8, frames may be purchased with the Cal-Card but a notation is required in the
"OfSònlpTlON OF PURdHASE" section indicating the intended use of the frames. There was

no notation indicating the intended use of the frames.
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Cal-Cards

Per HPM 11.2, page 3-5, the Cal-Card file must contain the following forms:

o STD 21 form
o STD 204 form
o CHP 28 form
o Small/Micro/Disabled Veteran Certifícation (if applicable)
o CIWMB 74 form

The 1 1l22l2OO8 Statement and accompanying CHP 317 completed by Shatish Chand,

Automotive TechnÍcian, indicated one þurinaõe was made from Airgas NCN. The file for this

purchase included the STD 21 and STD 204.

The statements and accompanying CHP 317 forms for 1t2212008,312412008, 412212008'

7t22l2OOï and 1OI22l2OOg all included clwMB 74 forms. Theforms accompanied purchases

made through Value Business Products, None
CIWMB 74 forms. Per HPM 11.2, page 3-5, poli
containing recycled content will be captured and
Program Activíty Coordinator in headquarters."
officl products, a logical assumption can be made that Office Depot now reports directly to the

CAL-iard program Ãctivity Coordinator in headquarters, lf this assumption is incorrect and

Office Depot iJrequired to submit CIWMB 74 forms for all purchases then none of the required

forms were included ín the file,

With the exceptions of the STD 21 and STD 204fromAirgas NCN, and the CIWMB 74 forms

from Value Business Products, no other STD 21 forms, STD 204 forms, or CIWMB 74 forms were

located in the file. Although the policy also indicates that small/micro/disabled veteran

cer.tifications are required-in the iile, t-his information is kept by the Golden Gate Division Cal-Card

coordinator and supplied to the Area upon request. Therefore, the Area Cal-Card file would not

contain these letters of certification.

HPM 1 1.2, page 3-5, states, "Cardholders shall maintain the CHP 28, Voluntary Statistical Data,

locally tor tútuie audit review," A review of the CHP 28 and instructions provided to a supplier

indicátes that the completed form is mailed directly to: "California Highway Patrol, Business

Seruices Section, Certified Business Advocacy Unit, P.O. Box 942898, Sacramento, CA 94298--

0001 , FAX (916) 376-3159" and is "strictly voluntary." Because the form is voluntary anq is not

returned to ihe originating Area, there is no way for a Cardholder to maintain the CHP 28 locally

for future audit revJew aJrequired in policy. Without more concise guidelines, it is unknown how

to address this policy conflict.
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Command: D¡v¡sion:

Golden Gate
Chapter:

3
lnspected by:

Lt. Chris Dav
Date:

12t2612008

Cal-Cards

HPM 11.2, page 3-15, states, "Code each transaction on the bank statement by commodity under
'ACCTG. CODE.' Ensure that the coding is consistent with the item purchased and ensure that
"miscellaneous codes" are used only when no other.code pertains." A review of the statements
revealed that four statements were not coded. Those statements were 912212008,1012212008,
and both 1112212008 statements,

Per HPM 11.2, the retention for Cal-Card documents is three years plus the current year. 2007 "

and 2008 Cal-Card files are kept in the Area office. Older files are stored in a container at the
Caltrans yard in Castro Valley. An inspection of the tiles at the Caltrans yard revealed that the
Cal-Card fíles have not been purged as required. 2004 Cal-Card files were located in the
container.

o

Commander's Res

s Comments:

The current system used to record Cal-Card purchases and file the required documents does not appear
to be consistently adhered to at the Area level. lf policies and procedures were consistently applied all
most of the findings listed in this document could have been avoided.
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I Review/Decis¡on: shall be the only level of

Leâd lnspector's Signature: Dete:

Respon0rng uommanoers urgnature (1or appeaf); Date:
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Command:

Castro Vallev
Division:

Golden Gate
Number:

375
Ëvaluated by:

Lt. Chris Dav
Date;

12126t2008
Assisted by: Date:

INSTRUCTIONS: Answer individual items with 'Yes" or'No" answers, or fìll in the blanks as indicated, Any discrepancies with policy,

applicable legal stafues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally' such
discrepancíeã and/or deficìencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
" box shall be marked and only delicient items need to be

TYPE OF INSPECTION

fJ Division Level X Command Level

fl Executive Office Level n Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:
X Yes ll tlo

E Follow-up lnspection Commander's Signature: Date:

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 7BS, Conflict of
lnterest Statement, Employee, form?

n Yes X t¡o f:l N/A Remarks:Policy does not require the
completion of a 78S for a Cal-Card
nrrrnhacc

2. Are STD, 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

! Yes X tlo ü u¡n Remarks:notations for five vendors
on the CHP 317 forms indícated that
the forms had not been recelved.

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

I Yes ñ t'to [] N/A Remarks;notalions for five vendors
on lhe CHP 317 forms ind¡cated that
the forms had not been received.

4. Are California lntegrated Waste Management Board
Form74 documents maintained foreach vendor
utilized?

n Yes X tlo E ru¡n Remarks:The forms were included for
one vendor used. All other vendorl
did not complete the requ¡red form.

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General ServÍces maintained in the file?

I Yes XNo []run Remarks:Maintained at Golden Gate
Division

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

X Yes D tto fl N/A Remarks;

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? ü Yes XNo ! ru¡n Remarks:

L Does the CHP 317 CalCard Log fully describe the
purchase? n Yes Xl No [ rurn Remarks:"Certified" issue and

"Frames" issue (see Exceptions
Document)

L Are bank statements reconciled with the CHP 317
CalCard Log and the receipts/invoices? X ves X t¡o Ü N/A Remarks:

CHP 6800 (R6v. 09{8) OPI 0r0



STATÉ OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
INSPEGTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 2of2
Commancl:

Castro Vallev
D¡vis¡on:

Golden Gate
Number:

375
Evâluated by:

Lt. Chris Dav
Date:

12t2612008
Assisted by: Date:

10. ls the CHP 317 Cal Card Log properly authorized
and maintained? X Yes !No E ¡¡n Remarks:

1 1, Are credit invoices/receipts for returned items
maintained with the bank statement? n Yes !No X ru¡n Remarks:

12. Ðo non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

E Yes ü tlo Xrun Remarks:

13, Are Cal Cards maintained in a secure area?
X Yes []No r-l N/A Remarks:

14. Are Cal Card purchases pre-approved by the
commander? X Yes !No lun Remarks:

15. Have allcardholders received training on the
Department's procurement processes? E ves X t¡o !vn Remarks:Shatish Chand received a

Cal-Card one month ago end ¡s
scheduled for trainino 112112009.

16, Are item(s) purchased with the CalCard prohibited
by departmental policy? ! Yes X ¡lo ! f'¡n Remarks:

CHP 680D (Rev. 0908) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 1

Command:

Castro Vallev
Division:

Golden Gate
Chapter:

4
lnspected by:

Lt. Chris Dav
Date:

12t3112008
Fiscal Controts: Petty Cash/Ghange Fund, Gounter Receipts'

and Transmittals

additional space is required.

TNSTRUCTTONS: This document shall be typed. Check appropriate boxes as nocessary, or fill in the blanks as indicated. Enter the chapter

numbsr of the inspection ín the Chapter lnspection number. Under "Forward to:" enter the next level of oommand where the document

shall be routed to and its due date. This dobument shall be utilized to document innovative practices, suggestions for statewide

improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 5'l Memorandum may be used if

TYPE OF INSPECTION

X Division Level I Command Level

I Executive Office Level

I Corrective Action Plan lncluded

n Appeal lncluded

E Attachments lncluded

Follow-up Required:

XYes nNo

Forward to:
Golden Gate Division

Due Date: 1213112008

Commander's Signature: Date:

lnspector's Comments Regarding Innovative Practices:

. No innovative practices were observed



STATE OFCALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2

Command:

Castro Vallev
Div¡sion:

Golden Gate
Chapter

4
lnspected by:

Lt, Chris Dav
Dete:

12131t2008
Fiscal Gontrols: Petty Gash/Ghange Fund, Counter Receipts,

and Transmittals

s Findinqs:

An inspection of all 2008 transmittals, counter receipts, and petty cash documents was
conducted.

There is adequate separation of duties between the sales of items, the collection of cash, the
security of cash, and the weekly transmittats as required in the State Administrative Manual
(sAM).

The Area has a safe in the evidence room, Access to the safe is restricted and there is a log

identifying the person who has access and when the combination was last changed. The safe is
not anchored to the building as required in the SAM.

Petty Cash/Change Fund:

The petty cash and change funds were located in separate areas. The change fund was kept in a

lock-box in the desk of the front-desk officerduring normal business hours. The lock-box was
locked in another cabinet in the clerical office at night. The change fund contained $40.00.

The petty cash was kept in a different lock-box and locked inside a cabinet in the lieutenant's
office. A cursory inspectíon of the petty cash lock-box was conducted on December 30, 2008, in

search of receipts. No receipts were located. The currency was counted and determined to be

$182.00. Because the inspection resulted from a search for receipts the loose change was not
counted. A more extensive search for receipts was conducted and a folder was ultimately located

in the Office Supervisor's desk. The folder contained eleven (1 1) receipts. A review of the

receipts showed 13 purchases from petty cash equating to a total of $15,66. Once the receipts 
_

were located a more detailed count of the petty cash wãs attempted on December 31, 2008, buf
the key to lock-box could not be located. A more detailed count will be conducted when the office
supervisor returns from vacation on January 5, 2009, to determine if the fund balanced (with

$182.00 in currency and $15.66 in receipts, the uncounted change will need to equal $2.34 for
the fund to balance,).

A review of the CHP 264 (Petty Cash Replenishment Request) forms revealed that there was no
record of a request to replenish the fund since September 2008. Per the HPM 22,1, chapter 4
checklist, if the petty cash fund needs more than $10.00 replenished, a CHP 264florm shall be -

submitted monthly. This checklist requirement, however, could not be found in HPM 11.1

(Materials Management Manual). lt is unknown if the petty cash fund should have been
replenished after September 2008 because $15.66 had been used,

Per HPM 22.1, chapter 4, an STD 439 (Disbursement Voucher) form is required for all petty cash
fund expenditures. This requirement, however, could not be found in HPM 11,1. There were no

STD 439 forms located in the Area file during this inspection.
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Command:

Castro Vallev
Divisíon:

Golden Gate
Chapter:

4
lnspected by:

Lt. Chris Dav
Date:

12t3112008
Fiscal Gontrols: Petty Cash/Ghange Fund, Counter Receipts;

and Transmittals

o Counter Receipts:

The counter receipts did not contain adequate detaif for each transaction as required in HPM
11,1, chapter 4. Policy states that, "All applicable collision file identification serial numbers shall
be shown on the counter receipt." A review of the counter receipts revealed that whenever a

collision report was sold, only the month and collision report number were indicated on the receipt
(i.e.: 2-81, 10-34, 9-112, etc.). There was no indication of the year, HPM 110.5 (Collision
lnvestigation Manual) states "Enter the Area lnformation System (AlS) Control number (CHP
only) or case number in this box. The same number should be entered on each page of the
collision report. To facilitate ease of reporting and coordination between departments, the
assigned number should contain the four-digit agency code number assigned to the agency by
the Department of Justice (DOJ) and contained in the NCIC directory." The AIS control number is
computer-generated and contains 10 digits. The first four digits denote the year; the next two
digits denote the month, and the last four digits denote the coilision number (example:
ZOOAOZOI3T represents the 137th collision rãport for July 2008). lt appears the reason for the
insufficient information on the counter receipt ís due to the fact that the Accident lnvestígation
Review Officer does not properly indícate the entire collision repoñ number on each investigation
as required by poticy. The officer only indicates the month and collision number. As a result, the
personnelwho sell collision repofts write these same numbers on the counter receipts. lt is
recommended that the Accident lnvestigation Review Officer be directed to include the entire
report number on each collision report so all required information can then be shown on a counter
receipt.

HPM 11.1 states that only one counter receipt is required for multiple sales to the same party.
Although this provision lessens the amount of time spent creating counter receipts, it does not
nullify the requírements for detailed information on the receipt. Numerous counter receipts were
written to companies that purchase multiple collision reports at one time. Whenever one of these
sales occurred, the counter receipt said, "19 T/C reports", "7 TIC Reports", etc. None of the
collision report numbers were indicated on the counter receipt so there is no way to determine
what reports were purchased. Similar notations were observed for the sale of arrest logs. The -

counter receipt simply said, "arrest reports" and showed a charge. The only way to determine
what was actually sold was to look at the cost for the sale. lf the receipt said "arrest repoÉs" and
had a $0.60 charge the assumption was made that two pages of the arrest log were sold for
$0.30 each. lt is not believed that arrest reports were sold.

One counter receipt was reviewed that appeared to contain an overpayment for a collision repoft,
Receipt 755769 indicated "Records Report #0900045" in the description. The charge for this sale
was $15.00. When the issue was investigated further it was revealed that the item sold was a
collision report which should have cost the purchasing party $10.00.

The Area currently uses two counter receipt books at one time, One book is used for the sale of
various reports at the front counter. The second book is kept in the clerical office and used for
other receipts. Although policy does not encourage or prohibit the use of multiple receipt books
the use of two books is sometimes confusing for the Office Assistant responsible for completing
the weekly transmittal. lt was the Office Assistant's desire that only one book be used.



STATE OF CALIFORNIA
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COMMAND INSPECTION PROGRAM
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Page 4

Commând:

Castro Vallev
Dlvlsion:

Golden Gate
Chapter:

4
lnspected by:

Lt. Chris Dav
Date:

12t3112008
Fiscal Controls: Petty Cash/Ghange Fund, Gounter Receipts,

and Transmittals

A review of all 2008 counter receipts revealed that all collision reports were sold for $10.00, HPM

1 1 .1 states that the charge for a collision repoft is $10,00 per every 25 pages. Without
specifically examining every collision report that was sold in 2008, the counter receipts would
indicate that none of the reports were over 25 pages in length. lf, however, any collision repod 26
pages in length or more was sold, the purchaser was not charged correctly. lt is recommended
that all persons responsible for the sale of collision reports be reminded of the proper charges for
the sale of these repofts.

Other minor errors were discovered on the counter receipts. Those minor errors included the
check, cash, or money order box not checked; the location code left blank; the "received by" box
left blank; and the "received by" name unintelligible.

. Transmittal of Col[ections and Conversion of Monqy.9fders:

H PM 1 1 ,1 , chapter 4, states that adding machine tapes shall be used to add receipts, checks,
and money orders on the transmittal. The adding machine tapes shall also be attached to the

transmittal. A review of the transmittals revealed that no adding machine tapes were attached,
The Office Assistant responsible for the completion of the weekly transmittals was asked about

this requirement. She stated that the adding machine tapes are attached when the transmittal is

sent to Fiscal Management SectÍon (FMS), FMS then removes them before sending back the
Area copy of the transmittal.

Policy requires that copies of the issued counter receipts be attached to the transmittals when
they are sent to FMS. The Office Assistant responsible for the completion of the weekly
transmittals was asked about this requirement. She advised that each counter receipt is

completed in triplicate, The oríginal copy is given to the purchaser, the yellow copy is attached to
the transmittal, and the pink coþy remains in the counter receipt book, She also indicated that the
yellow copies of the counter receipts are removed by FMS before the transrnittal is returned to the
Area.

After a transmittal is completed and sent FMS, it is reviewed and returned to the Area, During the
FMS review, red ink is used to make notations and indicate that the totals have been verified,
Some of the returned transmittals had red notations with questions or discrepancies, lt is
unknown if the questions or discrepancies were resolved. The following is a list of specific
notations:

1. The August 29,2008, transmittal included a red notation that said, "Where are the missing

receipts?" There was no documentation in the file to indicate that this issue had been resolved.

2. The October 31, 2008, transmittal was submitted to FMS showing a $8.80 shortage and was -

accompanied by a memorandum explaining the shoñage. The transmittal was returned from
FMS with a red notatíon that said, "Letter was sent so no shortage applied."
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Command;

Castro Vallev
Division:

Golden Gate
Chapter:

4
lnspected by:

Lt. Chris Day
Date:

1213112008
ange Fund, Counter ReceiPts'

and Transmittals

3, The April 25, 2008, transmittalwas returned from FMS showing a $0.60 shortage' This

shortage was not originally included on the transmittal'

4. The February 1S, 2008, transmittal had a red notation that said, "Please let me know why is

there two sets of counter ieceipts." There was no documentation in the fite to indicate that this

issue had been resolved.

5, The February B, 2OOB, transmittal had a red notation that said, "Why is there 3 different sets of

ðounter receiptä." 
'There 

was no documentation in the file to indicate that this issue had been

resolved.
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Command:

Castro Vallev
Division:

Golden Gate
Chapter:

4
lnspected by;

Lt. Chris Dav
Date:

1213112008

@hange Fund, Counter Receipts,
and Transmittals

Although many errors or discrepanc¡es were identified, they appear to be minor in nature. There does-

not appear to be any issue that cannot be easily resolved'



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGF{WAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls

Page 1 of3

Command:

Castro Vallev
Division:

Golden Gate
NumÞer:

375
Evaluated by:

Lt. Chris Dav
Date:

12127t2008
Assisted by: Date:

INSTRUCTIONS: Answer individual items with 'Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy'

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the 'Remarks" section. Additionally' such

discrepanciei and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken, lf this form is used as a Follow-up lnspection'

the "Follow-up lnspection' box shall be marked and only defìcient items need to be re-inspected.

TYPE OF INSPECTION

fJ Division Level X Command Level

n Of¡ce of lnspections flVoluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:
XYes nruo ! Follow-Up lnspection

Commander's Signature: Date:

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 1 1.2,
Chapter 2,

1. ls management actively involved in reviewing and
approving paperwork related to receiving and
orepari nq collections?

X Yes INo n N/A Remarks:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidefines
for overall management and accountability of
receivino and oreoarino collections?

! Yes XNo n ru¡n Remarks:

3. Does the command have adequate separation of
duties for collections receÍved? X Yes l-l trto N N/A Remarks:

4. Does the command have adequate separation of
duties for the cash receipt process? X Yes lll lt'to l-'l tuR Remarks:

5. ls access to the safe and/or vault appropriately
restricted? X Yes lNo l-'l nn Remarks:

6. Does a record exists which identifles who has access
to the safe and/or vault and when changes in access
occur?

X Yes n f,lo nrun Remarks:

7. Was the lock combination changed when ân excess
number of employees were aware of the
combinatíon, transferred out of the Area, or no longer
requires access?

X Yes nruo n ru¡n Remarks:The safe is in the evidence
room. The combination was last
changed in November 2008,

8. ls the safe securely anchored to the building?
F Yes XNo N N/A Remarks:See exceptions document

9, Are weekly transmittal reports prepared in
accordance with departmental policv? Xl Yes f-l t¡o N N/A Remarks:See exceptions document

10, ls the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS)within five working days
followino the week covered bv the reoort?

X Yes ENo n ru¡n Remarks:

CHP 680G (Rev, 09.08) OPI 010
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Page 2of3
Command:

Castro Valtey
D¡v¡sion:

Golden Gate
Number:

375
Evaluated by:

Lt. Chris Dav
Date:

12127t2008
Assisted by: Date:

11. Does the command submit the following forms
with the weekly transmittalwhen applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, Evidence/Property ReceipVReport

(Unclaimed Property).
(3) STD 634, Absence and AdditionalTime Worked

Report, for jury duty.
(4) CHP 221,Malicious Damage Report.
(5) CHP 464, Traffic Control Cost Estimate -

Advance Deposit.
16) Civil subpoena.

X Yes nruo n N/A Remarks:

12. ls a memorandum for cash shortages prepared if
necessarv? l-l Yes [lNo F( N/A Remarks:

13. Does the command ensure the information written on
the counter receipt is complete and legible? l l Yes R tto l-l run Remarks:See exceptions document

14, Was a counter receipt issued for each witness fee
deoosit received? X Yes E trlo l-l ttlR Remarks:

15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? Xl Yes f-l ruo N N/A Remarks:

16. Was each counter receipt issued for each sale,
including the sale of dÍscarded tires, junk batteries,
used rotors, and other cash received?

I Yes I trlo ! uln Remârks:

17. ls sales tax added to ítems that are not for resale?
X Yes ll No N N/A Remarks:

18. Are all counter receipts pre-numbered and issued in
numerical seouence? X Yes l-l No f-l ¡¡¡R Remarks:See excePtions document

19. Were transfers of counter receipt booksicertificates
between field commands reported on a CHP 2664,
Credit Memo - Non- Equipment?

n Yes nruo 8run Remarks:

20. ls the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? [-l Yes X Itto ll Nn Remarks: See exceptions document

21, Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscalvear?

n Yes ENo Erun RemarksrSee exceptions document

22. ls the CHP 264 properly authorized?
X Yes l-l trto N N/A Remarks:

23, Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
chanqe funds?

X Yes lNo E ruln Remarks:

24, ls there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or desionated person?

X ves nno nrun Remarks:

25. Are overages and shortages of the petty cash
funds reoorted to Fiscal Manaoement Section? X Yes f-l t'to ñrun Remarks:

CHP ô80G (Rov.09-08) OPI 010
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Command:

Castro Vallev
Division:

Golden Gate
Number:

375
Evaluated by:

Lt. Chris Day
Date:

12t2712008
Assisted by: Date:

26, Were change funds used to cash checks, money
orders or cashier/travelers checks? llYes X ¡lo ll run Remarks:

27. Are change funds over$100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adequate to safequard cash?

X Yes E t¡o n N/A Remarks:

28. Are all petty cash purchases under $50?
X Yes l-l tlo N N/A Remarks:

29. ls petty cash used to purchase prohibited items?
[l Yes X1 trlo l-l Nn Remarks;

30, Did the command circumvent the dollar limitation by
solittino the ourchase? ñ Yes XlNo N N/A Remarks:

31. ls a petty cash custodian designated by the
commander? Xl Yes ll No ñ tyR Remarks:

CHP 68oG (R€v.0$08) OPI 0r0



Sfatc of Califor'¡ria

Menlorândum

Date:

To:

From:

File No,:

Subject:

Cclnlrnander

Iìusiness, Tt'a nsporlation ancl I'lousing Agcncy

The Dublin its policies and procedures designed to ensure proper'

timely ancl Area functions involving financial accounting or

transaction sing of checks or cash including but not limited to the .

i"ì.;;ö, Asset fodeiture, school büs, sale of repofts, PRA and petty cash' The audit '
revealed that Area ãorpf¡". with all departmental policies and has appropriate controls

in place, involving the cotnmander and Supervisors with levels of review and

accountabilìty for each.

Transmìttals were audited for accuracy and timely submission. The audit revealed all

financial transactions were accurate anO tf'¡e money amount of each transaction

balanced with the transmittal totals.

Clerical personnel are aware of the correct and approved procedures for the

aforementionecl fu¡ctions and adhere to policy to ensure safe and propel handling'

Area manage¡e¡rt audits the programs on a tegular basis to maintain proper oversight

of the pro.qrams.

t1:îl^
Captain

June '13, 2008

Golden Gate Divisioh
Attention: Assistant Chief Debbie Veñar

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Dublin Area

390.11767.9787

DIVISION FOCUS 2OOB . F¡NANCIAL CONTROLS/ TRANSACTIONS

rìl !P l;iVlP (Rqv i 1.BG) Of)l 0iç

SrtJ'ety, ,Sct'vittt, and SemrilY



SLate of California

M e nr o Y 
^ 

n d u m

Date:

To;

From:

File No.:

Subject:

Businæs, Transportation and Housing Agency fi I " ,'-) t

July 1, 2008

Golden Gate Division
Attention: Assistant Chief John Lopey

DEPARTMENT OF CALIFORNIA TIIGFTWAY PATROL
Nin-ritz Inspection Facility

390,9787

DiVISION FOCUS 2OO8 . REPORTING PROCEDURES FOR CHP 268,

STD 270 AND CHP 208 FORMS

The Nimitz In its policies and procedures designed to ensure

pr.oper, tirnely ities functions involving the reporting o{gattgl

vehicle accide . The audit revealed the facility complies with all

departurental policies and has appropriate conffols in place, involving the commander and

superyisors witli levels of review and accountability for each.

Clerical personnel are aware of the correct and approved procedures.for the aforementioned

proceclures and adhere to policy to ensure accul'ate and proper handling'

I\.=-'--*,\ nr ! *.j..;;:;
dr' T*-, L-J*'Y!.1/+
S, L\ LATIMER, Lieutenant
Commander

CHP 51WP (Rev. 1'l'86) OPI 076

Safety, Servíce, and SecurifY
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COMMAND INSPECTION PROGRAM

Command:

Dublin
Division:

Golden Gate
ChaPter:

3
lnspected by:

Lorraíne KroloskY
Dâte:

12-15-08

EXCEPTIONS DOCUMENT
======:==:==::== ==:==:=============:===:========:======================:===-=:==_¡h c nla

i,1åi:iil",ff1J:íl[Ji:ffi;'Í:i;,:iiÌåffTi;ffilii"ï:äl',iåi#ï.ä iilñääìii"ãi'i¡î-n cH - - used ir

======:==:=::::
lNSTRucTloNS: This document shall be typed. check appropriate ìoxes as necessary' or fill in the bl chapter

number of the inspection in the Chapter lnspection nut¡.r. Ui¡¿"r "for*"rãio:; ánier t'frê next level of ent

sha¡ be routed to and its due date. This document snalt be utilized to document iTt^:1lY:^,?,:1t:'tT¡T 
used if

is required.

! Corrective Action Plan lncluded

E Appeal lncluded

TYPE OF INSPECTION

Ú Division Level X Command Level

n Executive Office Level

Due Date:

Follow-uP Required:

lYes [] No

Command S u g g e strc n s 19! Statq\vllg-l

q Findinos:
Therefore, the Area

procurement process to facilitate repa¡rs and maintenance on the building'

CHP 6804 (Rsv 09'08) oPl 01 0
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óËp¡nrtr¡rur oF cALIFoRNTA H¡GHWAY PATRoL

COMMAND INSPECTION PROGRAM
INSPECTION GHECKLIST
Chapter 3, Command Procurements

Purchases

ut

lnspection, ttr

Page 1of 3

Command:

Dublin. 390
Division;

Golden Gate
Number;

390
Êvaluated bY:

Mitch Mueller

Date:

12-15-08
Assisted by;

Lorraine KroloskY
Date:

12-15-08

-==:==:=:===:::=::==:=:========:======== =======:=============================:===
N dual
al ienc
s ssh

th .ilm

rvpr or INSPECTIoN

n Divisiorr Level I Command Level

n Executive Office Level ! Voluntary Self'lnspection

Follow-uP Required;

IYes XNo

For applicable policy' refer to: HPM 1 1'2, Chapler 7

t Process at the' 
cottund level familiar with the related policies and

procedures for Purchasing?

Purchases received

procurement training?

õn CUP 43, Purchases

Requisitions?

. Supplies for personally - owned equipment

. Commodities for Personal use

. Confirming order

. Purchases via the internet

@urchase Requ.isitions,' 
prepared for commoclity items obtainable from

ã¡tfårent suppliers or fronl different statewide

commoditY contracts?

the CHP 4S'

Purchase Requisition?

fiscal Year (JulY 1)?

sitions, numbered

consecutively, starting a e beginning of each

approval?

rchase of goods

forwarded to the Assist issìoner' Staff' for
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STATE OF CALIFORNIA

OepRnrtt¡r¡lr OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Purchases

Remarks:contain the
aPProvals? X Yes nNo n N/A

! Yes XNo ü N/A
Remarks:9. Are the CHP 43, Purchase Requlsluons,

comPetitivelY bid?

X Yes ilNo n N/A Remarks:10, Does the OHP 315' Prlce uomparlsorì vvurr\Þrrt'Ìtr'

document at least tvvo price quotations?

3555?

X Yes n ¡lo n N/A Remarks:

X Yes nNo il N/A Remarks:12, Are Limited Competltlve blo0lng purcnase rËquv)rÐ- 
for items that interlace with existing departmental

equipment in compliance with SAM 3555'3?

X Yes ENo n Nn Remarks:13, Do Non-Conlpetitlve Bld (NULI) purcnase requvÞtù

contain the NCB justificalion and NCB Corrective

Action Plan docutrents?

- 

''t: '1Æ

1-4. A rffi te I Y for content an d

damage when delivered X Yes !No D N/A Remarks:

X Yes ENo I N/A Remarks:15, ls the "rec ' ot tne

approved, forwar
Managem (FMS) le Unit'

wìthin thre daYs o ms are

accePted?

ffi Yes üNo ! uln Remarks:'16. Are freight and/or pacl(lng sllps altacneo- 
receiveð copy of the purchase order and sent to

FMS?

X Yes E t¡o I N/A Remarks:17. ls FMS provided a pnotocopy oI Ine pur(

and any approrred freight or packing slips as

act<nowledgement that a portion of the order has

been received?

X Yes nNo I N/A Remarksl18. ls the original "received copy' relalneo oy trrç

cornmanã for completìo I and forwarding to the FMS
. ^Þ,i^-ant ic ranairra¡l?

ll'.llcll ll lu uul llPrerv orrrf/rrrvr¡! rv rvv-'.'.--' ..

X Yes nNo E N/A Remarks:19. Are Qamaged ltems cellvereo oy uorrrrrr(- 
act nowleOsed on tl e freight bill by the carrier's driver

belore being accePled?

cHP 60Oc (Rev.09'08) OPI 010
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STATE OF CALIFORNIA
DEPARÍMENT OF CALIFORNIA HIGI]WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION GHECKLIST
Chapter 3, Comtnand Procurements
Purchases

is no longer needed and a purchase order has not

yet been prePared?

X Yes I t'lo ! ruln Remarks:

@ periodically reviewed and

invesiigated to ensure the orders are not opened for

an unreasonable length of time' (SAM 8422,0)
fi Yes fJ No n ru¡n Remarks:

X Yes nNo ! N/A
Remarks:22. Are copies of the purchase requ¡sitrons ano purcnase

orders nlaintained for three years after payment?

(SCM Vol, ll, Ch. 11, ToPic 4)

X Yes INo nrun Remarl(s:23. Are decisions documented t0 create a paper rall
docuntenting the basis of the decisions made for the

purchase? (SC[4 Vol ll Ch. 2, Topic 11)

I ves XNo ! N/A Remarks:24. Are purchase orders split to evade compel¡üve
biclding requirements or to circumvent the
Departrnent's deleg a ted purchase authority limits?
(Public Contracts Code Section 10329)

CHP 680C (Rcv. 09'08) OPI 010



STATE OF CALIFORNIA
DEPARTMÊNT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 1o'f 2

Command:

Dublin,390
Dlvision:

Golden Gate
Numberi

Evaluated by:

Mitch Mueller
Date:

12-1 5-08
Asslsled by:

Lorraine Kroloskv
Date

12-15-08

:====:== =::::::====:====:::::==============-==:-=-===============:===
INSTRUCTIoNS: Answer individual items with "yes' or "No" answers, or fill in lhe blanks as indicated. Any discrepancies with policy'

appticabte tegat sratues, or deficiencies noted in the ¡nsp€ctions shall be commented on via the "Rern_arks'-t_.-.j"o^L^,19d]l:31y^'rtuth
e YY t tevv tv

discrepancies and/or deficiencies shall be documented'on an Exceptions Document and addresseq tlll:^",1t]ÎIÎl^o1""?TT?il;
e,'v¡ v}/u,,v,ve

Furthermore, the Exceptions Docrnrent shalf incluáã ãny follow-up nd/or corrective action(s) taken. lf this form is used as a Follow'up

ion, the "Follow-up lnspection" box shall Ue marL"d an4 only de

TYPE OF INSPECTION

fJDivision Level X Command Level

E Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature;

folow-up nequire* | ! rottow-up lnspeclion

f-l Yes X tlo I

Commander's Signalure: Dete:

For applicable policy, refer to: HPM 1 1.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor
to circunrveni the $4,999 contract limit? I ves I tlo E N/A Remarks:

2. Does ali X Number file documentation contain the
STD,204 Payee Data Record? X ves nNo n n¡n Remarks:

3. Do X Nurnbers requiring a contract (i.e', janitorial or
landscaping) have prior approvalfrom the Business
Services Section commander?

n Yes nNo X rurn Remarks:

4. Are X Nurnber requests made priorto the date the

sen,ices are performed? X Yes E tto n ru¡n Remarks: These services not ulilized
by lhis office.

S. nre X NLlmbers issued for a one-time use?
lX Yes l-l No N N/A Remarks:

6. Are prohibited services performed using an X
Number? I Yes XNo [] rula Remarks:

1. nre X Numbers used for the procurement of a

service and not the purchase of a commodity? X Yes !No nrun Remarks:

B. Are X Numbers issued for telecommunications
related services pre-apProved bY

Telecomnrunications Section?
D ves XNo n N/A Remarks:

9. Do X Nurnbers used for facilities related services
(suclr as roof repair, electrical) costing over $1,000
have prior approval from Facilities Section?

X Yes n ¡lo ú N¡n Remarks: Facility maintained bY

Alameda CountY,

10, Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Cornmissioner?

X Yes úNo E N/A Remarks:

cHP 600E (Rev. o9-oo) OPI 010



Page 2of2
STATE OË CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do allX Numbers awarded to a non'small business
vendor contain three price quotations? X Yes !No ! N/A Remarks:

X Yes !No ! N/A Remarks:12, Do allX Numbers awarded to a small þuslness
vendor contain the small business certification from

the Department of General Services (DGS)?

f 3. Does iiìe file documentation contain the STD. 21

Drug Free rvorkplace certification for X Number
vendors?

I Yes nruo n N/A Remarks:

X Yes nNo n N/A Remarks:14. Do emergency service X Numbers document ano
justifY the emergencY?

15. ls the itenrized invoice for each X Number service

maintained in the command s files? X Yes nNo ! N/A Remarks:

CHP 68oE (Rev 09'08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
tNSPËCTION CHECKLIST
Chapter 3, Contmand Procurements
Cal-Card Program

Page 1of 2

Command:

Dublin, 390
Division:

Golden Gate
Number:

390
Evaluated by:

Mitch Mueller
Date:

12-15-08
Assisted by;

Lorraine Krolosky
Date:

12-15-08

=:=:::====::::::::::=====:=::============:==-== =================--=====-=:======
anks as indicated'
on via the "Remar

and addressed to t
action(s) taken. lf P

TYPE OF INSPEC IIOI'J

n Division Level I Command Level

n Executive Olfice Level n Voluntary Self'lnspection

Lead lnspector's Signature:

Follow-up Required:
l*l Yes x No

n Follow-up lnspection Commander's Signature: Date:

For appf icable policy, refer to: HPM 11'2, Chapter 3

ì. nre-all employees associated with the use of the Cal-

Card program completing the CHP 78S, Conflict of
lnlaracf Qfalamont Fmnlnvcr. f¡rm?

X Yes ! t'to ¡ N/A Remarks:

Z, nre SfO .21 Drug Free Workplace certifications
maintained within the Cal Card command file for
eaclr vendor ulilized?

X Yes !No n ru¡n Remarks;

3. Are STD, 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

X Yes nNo Dvn Remarks:

4. Are Cailfornila lntegrated Waste Management Board

Form74 documents maintained for each vendor
utilized?

X Yes nNo ! N/A Remarks:

5lf ttre vendorõ a small business or DVBE is utilized,

is the certification letter from the Department of

General Services nraintained in the file?
X Yes nNo n N/A Remarks:

6. Whõñ fa'r and reasonable is utilìzed' is the fair and

reasonable method documented and properly
justified ?

n Yes lNo ! ¡yn Remarks:

?. Arc purchasc-s split into multiple transactions in order

to circumvent transaction purchase limits? ! Yes XNo fl N/A Remarks:

A Does the Ct-rÞ Zll Cal Card Log fully describe the

p u rchas e? I ves ENo n ru¡n Remarks:

g-Are bank statements reconciied with the CHP 317

Cal Card Log and the receipts/invoices? X Yes nNo !Nn Remarks:

CHP 6800 (Rev 09'08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPEGTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procuremenls
Cal-Card Program

10. f s the CHP 31 7 Cal Card Log properly authorized
and maintained? I ves !No ! ru¡n Remarks:

11. Are credit invoices/receipts for returned items
maintained with the bank statement? X Yes n ¡¡o n N/A Remarks:

lZ, Oo non-itemized purchase receipts/invoices
document the purchase by listing the commodíty,
quantity, and unit price of the item(s) purchased on

the bank statement,

! Yes !No [ ru¡n Remarks:

13. Are Cal Cards maintaÍned in a securo area?
X Yes l-l tlo II N/A Remarks:

14. ¡,re Cal Card purchases pre-approved by the
commander? I Yes ENo ¡ N/A Remarks:

15. Have all cardholders received training on the
Department's procurement processes? X Yes !No E ru¡e Remarks;

16. Are item(s)purchased with the CalCard prohibited
by departmcntal policY? n Yes XNo n N/A Remarks:

CHP 6B0D (Rev. 09-08) OPI 0f0



STATE OF CALIFORN'A
DEPARTMENT OF CALIFORI.IIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Contmand Procurements

Contracts

Page 1of4

Conìrnand:

Dublin, 390
Divislon:

Golden Gate
Number:

390
Evaluated by;

Mitch Mueller
Þate:

12-15-08
Assisted by:

Lorraine Krolosky
DåIE:

12-15-08

INSTRUCITONS; Answer individual items with "Yes" or "No'answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable f egal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks' sectíon. Additionally' such

discrepancieã and/or deficíencies shall be documented'on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-upänd/or correct¡ve action(s) taken. lf this form is used as a Follow-up

f nspection, the "Follow-up n" box shall be marked and only deficient items need to be

TYPE OF INSPECI ION

! Division Level X Command Level

tr Executive Office Level ! Voluntary Self'lnspection

Lead lnspector's Signature:

Follow-up Required:
[l Yes X ttlo

I Follow-up lnspection Commander's Signature: Date;

For applicable policy, refer to: HPM 1 1.1, Chapler 22

1. ls a CHP 78 Contract Request used to initiate all

scrvice contracts which are repetitive, regardless of
tlre estimated dollar value?

n ves !No x N/A Remarks: Coniracts not utilized by
Aree, maintained bY Alameda
County.

2. ls a CHP 78 Contract Request used forone-time
services exceeding $4,999,99? n Yes nNo X ru¡a Remarks:

3. ls the Office of Primary lnterest (OPl) tracking
nunrbering beginning with the requesting command
three-dígit location code used, followed by "ff¡
contrqc[paJ¡able listed on the CHP 78?

flYes !No X N¿n Rernarks:

4. ls the performance of contract seruices monitored
and documcnted? n Yes lNo X ruiN Remarks:

5. Are all copies of correspondence with the vendor
maintained? n ves nNo Xva Remarks:

6. Are letters for contracts documented and maintained
whích outline any problems related to substandard ot
non-performance of the vendor?

ü Yes !ruo XruN Remarks:

7. ls the final product to be delivered described
specifically and in as much detail as possible in the
CIIP 78?

n Yes E tlo X ru¡N Remarks:

& Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
784'?

n Yes nNo I N¡n Remarks:
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STATE OF CIiLIFORNIA
DEPARTÀ4Et.II OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

L Are requests for contract services fess than six

months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

I Yes E t¡o x NiA Remarks:

10. fs all work completed and accepted by the
Departrnent before expiration ol contract agreement? ! Yes nruo XruN Remarks:

11, Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
n'ìanner specified in the contract (e.9., review
progress reports and interim products)?

! Yes ENo X N/A Remarks:

12. Are invoices for payment reviewed and approved to

sul¡stantiate expendifures for work performed and to
prevent penalties being assessed?

! Yes DNo x N/A Remarks;

13, Are conlract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

! ves !No E N/A Remarks:

14. Does the requestor verify tlre contractor has fulfilled
all requirements of the conlract before approving the
final invoice?

! Yes nruo Xrun Remarks:

15, ls the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

n Yes ENo EruN Remarks:

16. Are all applicable form sections of the CHP 78
completed? n Yes n n¡o x N/A Remarks:

17, Do ernergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring ir¡mediate action to

mitigate the loss or impaírment of life, heallh,
property, or essential public servíces?

! Yes [ruo X ru¡n Remarks:

18. Are all employees associated with the managemenl
of a contract completirrg the CHP 78S, Conflict of
lnterest Statcment, Employee, form?

! Yes !No X u¡n Remarks:

19, Are problems concerning the contractor's
performance fully documented ìn writing and made a
part of the contract manager's contract file?

n Yes []No xl N/A Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%? E Yes [-lNo xl N/A Remarks:

CHP 6B0F (Rev 09'08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21, ls the length of the contract anlendment request
more than one year? ! Yes nNo X N/A Remarks;

22, Are amendments requested before the expiration of
the original contract? ! Yes nNo XruN Remarks:

23. ls a service contract on a CFIP 78, Contract Request
iniliated for any commercial mee ting/conference
room rental which is expected to exceed $4,999.99 in

total cost?

n Yes !No X NiA Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commìssioner, Staff?

ü Yes !No X N¡e Remarksl

2l Are Californ ia Deparlment of Justice (DOJ) and
Federal Bureau of lnvestìgation (FBl) fínqerprint
chccks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics lr/aintenance and Repair
(2) Helicopter Maintenance ancl Repair
(3) lnstructor Servíces (on-site)
(4) Janitorial Services
(5) ConsultingServices

! Yes !No X N/A Remarks:

26. ls a çlriver license check conducted for, but not
limiled to, all of the following types of agreements, if
the contractor and/or specificaf ly assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Aiarnl and Fire Alarm Monitoring
(2) Camera Maintenance and RePair
(3) Carpet lnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dìshwasher Maintenance and Repair
(6) Elevator Ma¡ntenance and Repaìr
(7) Fire Extinguisher Service
(S) Gara3e Door Maintenance and Repair
(9) Graphic Arts Equipmenl Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(1 1 ) Laundry/Linen Service
(12) Office Machine Maintenance and Repair
(1 3) Painting Services (interior of facilíty)
(14) Plumlring Services
(15) RePair
(16) s (Carpet, nol scales)
(17) lular, satellite, and regular)
(18) aintenance and RePalr

('l 9)Uninterrupt¡ble Power Supply lviaintenance and Repair

ü Yes fl No X N/A Remarks;

CHP 080F (Rcv. 09 08) OPI 0'10



Page 4 of 4

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HÍGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
wilh the contract number for retention after
Comnlander review?

n Yes fl No X ru¡n Remarks:

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceiing the contract (i.e., adverse driver lÍcense
and/or criminal history information is received
regarding the contractor or lhe contractor' s
personnel)?

! Yes ! tlo XruN Remarks:

29. Are all invoices, records, and relevant documentatÍon
nraÌntained for three v-ears after lhe final payment of
the contract?

! Yes !No x N/A Remarks:

30, ls a log sheet maintajned for a diary of activities
related to the contract? n Yes nNo E N/A Remarks:

31. ls a computer file prepared for all contracts
aciministered? E Yes üruo Xrun Remarks:

32, ls a spreadsheet prepared listing afl expenditures?
! Yes D tlo X N/A Remarks:

33. ls the notification to the contractor documented for
the start date for services to begin? ! Yes lno n N/A Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
cornpletion of the contract?

! Yes nNo X ruln Remarf<s:

35. Do consultant services contracts of $1,000 or more
contaín detaìled performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02'1)

flYes ENo X ru¡N
Remarks:

36. Does the contract file contain the STD. 4 Conhactor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3,02.5)

ü Yes lNo X N/A Remarks:

37. Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) ! Yes nruo x N/A Remarks:

36. Rre the requirements for Governnrent Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol' I,

Ch. 7, Section 7.05)

il ves !No X N/A Remarks:

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol, I,

Ch.4, Section 4,09)
E Yes lNo X ruln Remarks:
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STATE OF 
'O.''O**'ODEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAN D INS PECTION PROGR.AM
EXCEPTIONS DOCUMENT

Command:

Dublin
Dív¡sion:

Golden Gate
Chapler:

4
lnspected by:

MÍtch Mueller
Date:

12-15-08

INSIRUCTTONS: This document shalt be typed. Check appropriate boxes as necessâry, or fill in the blanks as indicated, Enter the chapter

number of the inspection in the Chapter lnspection number, Under "Forward to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identified deficiencies, corrective action plans, and may be used lo appeal findings. A CHP 51 Memorandum may be used if

additional space is required,

TYPE OF INSPËCTION

! Division Level X Command Level

n Execu(ive Office Level

! Corrective Action Plan lncluded

fl Appeal lncluded

n Attachments lncluded

Follow-up Required:

! yes X t¡o

Forward to:

Due Date:

Commander's Signature: Date: 12-15-08

..ffiib'ilms-t .ù'¡>vìì t-.Ì

¡:i,

E::i,:::E*:
lnspector's Comments Regarding lnnovative Practices:

Command S estions for Statewide I

The only discrepancy was that the Dublín Area has no safe or vault. A safe has been requisit¡oned

through clìannels and the Area is awaiting approval. OSS-I Rhonda Ware # 410983 transferred from

the Oubtin area on December 16,2008. OSS-I Glorietta Herrera #A11597 is transferring into the Area

on Februa ry 1,2OOg. In the interim, the Dublin Area will work with Golden Gate Division with any issues

that may uri.e surrounding fiscal issues. AII purchases w¡ll be approved by the commander prior to

ordering.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNfA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls

Page l of 3

Command:

Dublin
DÍV¡sion;

Golden Gate
Number:

390
Evaluated by:

Mitch Mueller
Date:

12-15-08
Assisted by:

Lorraine Krolosky
Oate:

12-15-08

====:::::::============= =:::==:=::=====================:===-===:================
S: Answer anks as PolicY,

statues' or on via t ' such

nd/or defici and add d:

e memoran )taken' lnsPection'

the "Follow-uP I " box shall be marked and only deficíent items need to be re-inspected

TYPE OFIIISPECTION

X Division Level I Command Levef

X off¡ce of lnspections ! Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:

! Yes X t¡o I Follow-Up lnspectíon

Commander's Signature; Date;

For applicable policies, refer to State Administrative
Manual (SAM), HPM 1 1 ,1, Chapter 4, and HPM 11'2'
Chapler 2.

'1. [s management actively involved in reviewing and
approving paperwork related to receiving and
oreoarino collections?

X Yes lNo n nln Remarks:

,, Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receivinq and preparing collections?

I ves nno n N/A Remarks:

3. Does the command have adequate separation of
duties for collections received? lX Yes ñ Irlo E rula Remarks:

4, Does the command have adequate separation of
cJuties for the cash receiot process? X Yes ll tlo N N/A Remarks:

I ls access to the safe and/or vault appropriately
restricted? ! Yes !No X N/A Remarks: Dublin Area has no safe or

veult.

6, Does a record exists which identifies who has access
to the safe and/or vault and when changes ín access
occur?

flYes n ¡lo XNN Remarks:

7. Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
requires access?

! Yes nNo x N/A Remarks:

S, b tlie safe securely anchored to the building?
l-l Yes l-l ruo X N/A Remarks:

9. Are weekly transmittal reports prepared in

accordance with denartmental policy? X Yes fl t'lo l-l N/A Remalks:

10, ls the weeklytransmittal report(s) submitted to Fiscal
Management Section (FMS)within five working days
followinq the week covered by the report?.

X Yes D r.¡o n N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HÍGHWAY PATROL

INSPECTION PROGR.AM
Chapter 4
Fiscal Contro[s

11. Does the command subrnit the following forms
with the weekly transmittalwhen applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors,
(2) CHP 36, Evidence/Property ReceipUReporl

(Unclaimed Property),
(3) STD 634, Absence and AdditionalTime Worked

Report, for jury dutY,

(4) CHP 22l,Malicious Damage Report.
(5) CHP 464,Traftic Control Cost Estimate -

Advance Deposit,
l6) Civilsubooena,

X Yes flt¡o fl N/A Remarks:

12. ls a memorandum for cash shortages prepared if
necessary? X Yes ñNo N N/A Remarks:

13. Does the command ensure the information written on
the counter receiot is complete and leqíble? X Yes fl tr,lo II N/A Remafks:

14, Was a counter receipt issued for each witness fee
donosit received? X Yes [-'l trlo ll ru¡n Remarks:

15, Was a counter receipt issued for each movie,
wicje-load, and special event detail(s)? R Yes [l l.to ¡ N/A Remarks;

16, Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

X Yes INo Dvn Remarks:

17. ls sales tax added to items ihat are not for resale?
[l Yos l-l No X NiA Remarks:

1B, Are all counter receipls pre-numbered and issued in
numerjcal sequence? X Yes ñ l.lo E ru¡N

Remarks:

19. Were transfers of counter receípt books/certificates
between field commands reported on a CHP 2664,
Credit Memo - Non- Equipment?

X Yes I t¡o nrun Remarks:

20, ls the STD 439, Disbursement Voucher, properly
authorized and completed to supporl expenditure? X Yes ll No ¡ N/A Remarks:

21. Are the CHP 264,Pelly Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscal vear?

X Yes nNo fl N/A Remarks:

22. ls fhe CHP 264 properly authorized?
R Yes [lNo N N/A Remarks:

23, Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
chanqe funds?

X Yes nNo ü ru¡n Remarks:

24. ls there documentation io support periodic reviews of
petty cash and change funds performed by the
commander or desiqnated person?

X Yes nruo ! N/A Remarks:

25. Are overäges and shorlages of the petty cash
funds reported to Fisc:l Managenrent Section? X Yes ñ t'lo ¡ N/A Remarks:

CHP 6t0G (Rev. 00.00) OPI 010
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STATE OF CALIFORNIA
DEPARTIvIENT OF CALIFORNIA HIGHWAY PATRoL

INSPECTION PROGRAM
Chapter 4
FiscaIControls

2ô, Were change funds used to cash checks, money
orders or cashier/travelers checks? l Yes Xltlo ñ ¡,tlA Remarks:

27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adequate to safeguard cash?

n Yes I tlo Xrun Remarks:

28. Are all petty cash purchases under $50?
X Yes ñ trlo l- lru¡n Remarks:

29, ls petty cash used to purchase prohibited items?
l-l Yes lX trlo l-l N/A Remarks:

30. Did the command cjrcumvent the dollar limitation by
solittinq the purchase? l Yes Xruo rl N/A Remarks:

31, ls a petty cash custodian designated by the
commander? X Yes ñ t¡o l--l N/A Remarks:

cHP 680G (Rev. 00-08) OPI 010



Søte of Californla

Memorândum

Date:

To:

From:

FileNo,;

Subject:

Businessn Transportation and Housing Agency
(.-/ I - u'

: ql

June 10,2008

Golden Gate Division

DEPARTMENT OF CALIFOR¡IIA HIGFTWAY PATROL
Oakland Area

370. 1 1 086.41 i 96 1_0508_Focus

DIVISION FOCUS 2OO8 - FTNANCIAL ACCOLINTING AND
TRANSACTIONS

The Oakland Area has completed an evaluation of the command's operations relevant to
frnancial accounting and transactions as part of the Division Focus 2008 review. HPG 22,1,

Chapter 5 8. 75, and HPM 11.1, Chapter 4 &.6, were utilized during this review.

The procedures for financial accounting and transactions within the office are carried out in such

a manner as to involve only personnel designated to manage school bus licensing, sales of
reports, reimbursable services, and petty cash. Accounting is handied by a designated clerical
staff member and any discrepancies are immediately addressed. Further, this staff member is
also responsible for transmittals and does not engage in the sales of items and collection of cash

in accordance with policy.

The number of staff members authorized to make purchases using a CalCard ot request serices
is also deliberately kept to a minimum. Expenditures for selices, materials, and equipment are

made through designated staff members only, are carefully monitored in order to prevent
duplicate or wasteful spending, and are also in accordance with policy.

Limited clerical staffing has made quarterly audits of financial accounting and transactions
conducted on a regular basis difficult to achieve. A suspense system is being implemented to
prevent quarterly and random audits from being overlooked. The audits that have been

conducted have focused on the categories involving the processing of funds for asset forfeiture,
school bus driver licensing, sales of rcports, reimbursable services, and petty cash transactions

are consistent with department policy.

Any questions regarding this matter may be referred to me, Office Services Supervisor I Orvis
Wade, or to Sergeant David Liftle at (510) 450-3821.

r\ T'"L.-..-.--L.,-i¡
:..1-__J-'-- --- -*' '-'"(
D. E, MORRELL, Captain
Commander

CHP SIWP (Rev. I l4ô) OPI 076
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STATE OF CALIFORNIA
DEPARTMËNT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPEGTION PROGRAM
EXCEPTIONS DOCUMENT
Page 1

Command:

Oakland Area
Division

Golden Gate
Chapter:

3
lnspected by:

Seroeant D. G, Askew
Date;

1212312008

Cal-Cards, Purchases, X-Numbers, Contracts

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fíll in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter lnsiection numUer. Under "Foward to:' enler the next level of command where the document

shall be routed to and its due date. This document shall be utilized lo document innovative practices, suggestions for statewide

improvement, ¡dentified deficiencies, corrective action plans, and may be used to appeal fìndings. A CHP 51 Memorandum may be used if

additional space is

TYPE OF INSPECTION

n Division Level X Command Level

n Executive Office Level

fJ Corrective Action Plan lncluded

! Appeal lncluded

n Attacnments lncluded

Follow-up Required:

fl yes X ruo

Forward to:
Golden Gate Division

Due Date: 1213112099

Commander's Signature:

À--l^l
Date:

12-zt/-oî

lnspector's Comments Reqardinq lnnovative Practíces:

None.

The Area's system used to record and file the required documents for comrnand procurements (Cal-

Card Program, Contracts, X-Number Program, and Purchases) comply with Depadment policies and

procedures, The Area commander, lieutenants, and supervisors are actively involved in the command's
p rocu rement processes.



Command:

Oakland Area
Division:

Golden Gate
Chapter:

3
lnspected by:

Serqeant D, G. Askew
Oate:

1212312008

Cal-Gards, Purchases, X-Numbers, Contracts

STATÊ OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COIVIMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-{WAY PAÏROL

COMMAND INSPECTION PROGR,AM
EXCEPTIONS DOCUMENT
Page 3

Command;

Oakland Area
Division:

Golden Gate
Chapter:

3
lnspected by:

Seroeant D, G, Askew
Date:

12t2312008

Cal-Cards, Purchases, X-Numbers, Contracts

Dale:
12t2312009

Responding



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMA'ND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1of 4

Command:

Oakland
Division:
Golden Gate Division

Number:

Eveluated by:

Serqeant D, G, Askew
Date:

1212212008
Assisted by:

N/A
Date:
N/A

Date:

l2"z .- oå

TYPE OF INSP,ECTION

I Division Level D Command Level

E Executive Office Level K Voluntary Self-lnspection

l^-\ .-__<_4Follow-up lnspectionFollow-up Required:

For applicable policy, refer to: HPM 1 1.1, Chapter 22

1, ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

2, ls a CHP 78 Contract Request used for one-time
services exceeding $4,999.99?

3, ls the Office of Primary lnterest (OPl) kacking
numbering beginning with the requesting command
three-digit location code used, followed by "ffl-fqI
contract pavable listed on the CHP 78?

4. ls the performance of contract services monitored

Are all copies of correspondence with the vendor

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

7. ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 11,1,
Chapter 22, before forwarding the CHP 78 or CHP
7BA?

CllP 680F (Rov. 09-08) OPI 010
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STATE OF CALÍFORNIA
DEPARTMENT OF CALIFORNß HIGþIWAY PATROL

COMMA.ND INSPECTION PROGRAM
INSPECTION GHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

X Yes lNo ¡ N/A Remarks:

10. ls atl work completed and accepted by the
Depar-tment before expiration of contract agreement? X ves E tlo !run Remarksi

1 1. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9., review
progress reports and interim products)?

X Yes nruo fl N/A Remarks:

12, Are invoices for payment reviewed and approved to
substantiate expendítures for work performed and to
prevent penalties being assessed?

I Yes X t'to I N/A Remarks:

13, Are contract expenditures monitored to ensure there
are sufficient fu,nds, to pay for all services rendered
as required by contract?

X ves !No n N/A Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

XlYes nNo [ ruln Remarks:

15, ls the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X ves nNo I ru¡n Remarks:

16. Are all applicable form sections of the CHP 78
completed? n Yes X ¡¡o n ru¡n Remarks:

'17. Þo emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and ìmminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

X Yes nNo nrun Remarks:

18. Are all employe.es associated with the management
of a contract completing the CHP 78S, Conflict of
I nterest Statement, Ëmployee, form?

n Yes XNo n N/A Remarks: No coples were on file;
lrowever, corrective action has been
taken,

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

X Yes üNo [ ruin Remarks:

20, Are contract amendment request dollar amounts
increased more than 30%? [-] Yes x trlo ñ ruie Rernarks:

Cl{F 680F (Rov. 09-09) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendment request
more than one year? I Yes Xruo E ru¡n Remarks:

22. Are amendments requested before the expiration of
the originalcontract? I ves X t'lo nvn Remarks:

23. ls a service contract on a CHP 78, Contract Request
i n itiated for a ny comme rcial meeti n g/conference
room rental which is expected to exceed $4,999,99 in

totalcost?

! Yes XNo E u¡n Remarks:

24, Do conference room rentalcosts exceeding the $500
per day limit have pre-approvalfrom Assistant
Commissioner, Staff?

ü Yes Xwo E ¡¡n Remarks:

25, Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) finofl?rint
checIs and driver license chegk-s conducted for all of
the following types of agreementsr

(1) Avionics Maintenance and Repair
(2) Helicopter Malntenance and Repair
(3) lnstructor Servlces (on-site)
(4) Janitorial Services
(5) ConsultingServices

ñ Yes ENo n ¡¡n Remarks:

26 ls a driver ligense_ph,.ecK conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personne[
are scheduled to þe on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring'
(2) Camera Maintenance and Repair
(3) Carpetlnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repalr
(7) Flre Extinguisher Service
(B) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maìntenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11 ) Laundry/Linen Service
(12) Office Machlne Maintenance and Repair
(13) Palnting Seruices (interior of facitity)
(14) Plumbíng Serv¡ces
(15) Scale Maintenance and Repair
(16) Steam Cleaning Servìces (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Malntenance and Repair
(19)Unintenuptible Power Supply Malntenance and Repair

ü Yes XNo ú u¡n Remarks:

CHP G80F (Rov. 09-0e) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECÏION GHECKL]ST
Chapter 3, Command Procurements
Contracts

n, Ñe all driver license and fingerprint information
fonruarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

fl Yes X trlo n ru¡n Remarks:

29. ts CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is recelved
regarding the contractor or the contractor' s
personnel)?

E Yes X trlo n N/A Remarks:

29, Are all invoices, records, and relevant documentation
maintained for,three vears after the final payment of
the contract?

X Yes fJ No [ ru¡n Remarks:

30, ls a log sheet maintained for a diary of activities
related to the contract? I Yes X I'lo n N/A Remarks:

31. ls a computer file prepared for all contracts
adrninistered? I Yes XNo ¡ N/A Remarks:

32. ls a spreadsheet prepared listing allexpenditures?
n Yes Xl tlo n ruln Remarks:

33. ls the notificatÍon to the contrâctor documented for
the start date for services to begÍn? n Yes X ¡¡o lrun Remarks:

34, ls the contractor contacted to determine if all invoìces
have been received in order to oversee the
completion of the contract?

I Yes X ¡,to [ ruln Remarks:

35. Do consultant servíces contracts of $1,000 or more
contain detailed performance criteria and a schedule
for pedormance? (SCM Vol. I, Ch. 3, Sectiolt 3.02.1)

X Yes nno n ru¡n Remarks;

36. Dôes the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02.5)

I Yes X ¡lo Xrun Remarks:

37. Does Contract work only'begin after approval of the
finalcontract? (SCM Vol. 1, Ch.4, Section 4.09) X Yes []No fl N/A Remârks:

38, Are the requirements for Government Code Section
19130 (a)or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol, l,

Ch, 7, Section 7.05)

X Yes nNo [] NiA Remarks:

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. I

Gh. 4, Section 4.09)
I Yes XNo fl N/A Remarks:

cHP 600F (Rsv.09-00) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFOfuIIIA HIG|{WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1of 2

Commend:

Oakland
Division:
Golden Gate Division

Number:

Evaluated by:

Seroeant D, G. Askew
Date:

12t2312008
Assisted by:

N/A
Date:
N/A

INSTRUCT¡ONS: Answer individual items with .Yes" or "No" answers, or fill in the blanks as lndicated. Any discrepancíes with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" sectlon, Addltionally, such

diicrepancieõ and/or deficiencies shafl be documented'on an Exceptions Documont and addressed to the next level of command.

Furthermore, the Exceptlons Document shallinclude any followup and/or corrective action(s) taken, lf this form is used as a Follow-up

TYPE OF INSPECÏION

n Division Level X Command Level

E Executive Offíce Lovet X Voluntary Self-lnspection
"l'/ 

\¡

Follow-up Required:
l-l Yes X ruo

l-l Follow-uP lnsPection Conqmander's Signature:

-È\-)M-.. -q l2- z4- o I
For applicable policy, refer to: HPM 11.2, Chapter 3

1, Are allemployees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnterest Statement, Emplovee. form?

E Yes X t'to I N/A Remarks:

2, Are STD, 21 Drug Free Workplace certifications
rnaintainad within the Cal Card comrÌrand file for
each vendor utilized?

X ves nruo nva Remarks:

3, Are STD.204Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

X Yes I I'lo ¡ N/A Remarks:

4. Are California lntegrated Waste Management Board
Form 74 documents maintained for each vendor
utilized?

XlYes nruo ilNn Remarks:

5, lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?'

X Yes nruo nrun Rernarks:

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justÍfied?

n Yes X l.lo n N/A Remarks:

7. Are purchases split into multìple transactions in order
to circumvent transaction purchase limits? X Yes lNo [] ru¡n Romarks:

B, Does the CHP 317 Cal Card Log fully describe the
purchase? X Yes n ¡'¡o n ru¡n Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? E Yes ! tto n ¡lle Remarks:

CHP 6B0D (Róv 09{0) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HÍGIIWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Comrnand Procurernents
Cal-Card Program

10, ls the CHP 317 Caf Card Log properly authorized
and maintained? X Yes üIo [] Nln Remarks:

1 1. Are credit invoices/receipts for returned items
maintained with the bank statement? X Yes nNo ürun Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

X Yes nNo Erun Remarks:

13, Are CalCards maintained in a secure area?
X Yes l-l tr¡o l-l run Remarks:

14, Are Cal Cárd purchases pre-approved by the
commander? fJYes X ¡¡o fJ N/A Remarks:

15, Have all cardholders received training on the
Department's procu rement processes? X Yes I tlo ¡ N/A Remarks:

16. Are item(s) purchased with the Cal Card prohibited
by departmental policy? I Yes X tlo n N/A Remarks:

CtlP 6B0D (Rev 09.0Û) OPI 010



srnrÊ o¡ cAuFoRNtA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRATV¡
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 1of 2

Command:

Oaktand
Division:
Golden Gate Divlsion

Number:

Evaluated bY:

Seroeant D. G. Askew
Date:

12123t2048
Assisted by:

N/A
Date:
N/A

==============*=======:======:=======:= ã====:::::===============::==:=:=::====:=
INSTRUCTIONS: Answer indivídual ltems with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies wlth policy,

applicabfe legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, euch

discrepancieõ and/or deficfencíes shall be documented'on an Exceptions Document and addrossed to the next level of command'

Furthermore, the Exceptions Document shall include any followup and/or corrective action(s) taken. lf this form is used as a Follow'up

lnspection, the "Followup I ion" box shall be marked and only deficient items need to þe

TYPE OF INSPECTION

Ü Division Level I Command Level

E Executive Office Level X Voluntary Self-lnspection

Lead I nspector's,Signatt1

.,'iiÇt",, ¡)='YÜ4
Follow-up Required:
[-] Yes X t,lo

I Follow-up lnspect¡on GoqmÞnder's Sig nature:

--À-?\__,_-at
Date:

/2 - z.y'--,oÌ

For applicable policy, referto: HPM 11,1, Chapter23

1, Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? E Yes X tto E f.¡¡n

Remarks:

2, Does all X Number file documentation contain the
STÐ.204 Payee Data Record? n Yes XNo n N/A Remarksl

3. Do X Numbers requiring a contract (i,e,, janitorìal or
landscaping) have prior approvalfrom the Business
Servíces Section commander?

X Yes Eruo n ru¡n Remarks:

4. Are X Number requests made prior to the date the
services are performed? X Yes ENo n N/A Remarks;

5. Are X Numbers issued for a one-time use?
XlYes [-lNo l-l N/A Remarks:

6. Are prohibited seruices per-formed using an X
Number? n Yes X tlo n ruln Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? X Yes nNo E ru¡N Remarks:

8. Are X Numbers issued for telecommunications
related services pre-approved by
Telecommu n ication s Section ?

X Yes lNo X ru¡n Remarks;

9. Do X Numbers used for facilitìes related services
(such as roof repair, electrical) costing over $1,000
have prior approvat from Facilities Section?

X Yes nNo D N/A Remarks:

10. Do X Numbers issued for lapsed contractual
agreements have prìor approvat by the appropriate
Assistant Commissioner?

X Yes üNo n ru¡n Remarks:

CltP 680E (Rev. 09-06) OPI 010



Page 2of2
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DEpARTMÉNI or cnuþoRlltc HIcHWAY PATRoL

COMMAND IIUSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11, Ðo alf X Numbers awarded to a non'small business
vendor contain three príce quotations? X Yes nNo lrun Remarks:

12, Do allX Numbers awarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)?

I Yes XNo fJ N/A Remarks:

13, Does the file documentation contain the STD' 21

Drug Free workplace certification for X Number
vendors?

n Yes XNo ñ ru¡n Remarks:

14, Do emergency service X Numbers document and
justify the emergency? I Yes fl No ü ru¡n

Remarks:

15. ls the itemized invoice for each X Number service
maintained in the command's files? X Yes ËNo fJ ¡¡n Remarks:

CllP 6808 (Rov. 09-08) OPI 010



STATE OF CALIFORNIA
ÞEPARTMENT OF CALIFORNIA HIGHWAY PAÏROL

coMMAND tNsPÊcr¡on PRocRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 1of 3

Command:

Oakland
Division:
Golden Gate Dlvision

Number:

Evaluated by:

Seroeant D, G, Askew
Date:

1212212008
Assisled by:

N/A
Date:
N/A

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or filt in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be comnrented on via the "Retarks' section. Additionally' such

Uistrepancieã and/or deficiencies shall be documented'on an Exceptions Document and addressed to the next level of command,

Èurtf,Ërmor", the Exceptions Document shall include any follow-up andlor corrective action(s) taken, lf this form is used as a Follow'up

lnspection, the "Follow.up lnspection" box shall be marked and only defìcient items need to be re"inspected,

TYPE OF INSPECTION

n Division Level I Command Level

E Executive Office Level x Voluntary Self-lnspection

(

Follow-up Required:
I Yes X tlo I Follow-up lnspection

Cotnqander's S ignatu re:

s=ò--:ì41-.c^-4 --
Date:

/ Z- 2/- oF

For applicable policy, refer to: HPM 1 1.2, Çhapter 7

1. Are participants in the procurement process at the
command level familíar with the related policies and
procedures for purchasing?

X Yes No n N/A Remarks;

2. Have Approvers/reviewers of purchases received
procurement training? I Yes X t¡o ! N/A Remarks:

3, Are prohíbited items procured on CHP 43, Purchases
Requisitions?

. Supplies for personally - owned equipment

. Commodities for personal use
o Confirming order
o Purchases via the internet

n Yes X l'¡o n ru¡n Rernarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for cornmodity items obtainable from
different suppliers or from ditferent statewide
commodity contracts?

I Yes XNo ¡ N/A Remarks:

5. ls all required information entered on the CHP 43,
Purchase Requisition? X Yes I llo ü n¡¡n Remarks:

6. Are the CHP 43, Purchase Requisìtions, numbered
consecutìvely, stading anew at the beginning of each
fiscal year (July 1)?

X ves !No ü rula Remarks:

7. Are expedited requests for the purchase of goods
fon¡varded to the Assistant Commissioner, Staff, for
approval?

X ves []No n Nln Remarks:

CllP 680C (Rev. 09.ôB) OPI 01o
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNÍA HIGI.IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION GHËCKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals? X Yes DNo ilrun Remarks:

9, Are the CHP 43, Purchase Requisitions,
competitively bid? n Yes KNo Ërun Remarks:

10, Does the CHP 315, Price Comparison Worl(sheet,
document at least two price quotations? X Yes INo ! N/A Remarks:

11, Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specifìc
brand or modeljustified and in compliance with SAM' 3555?

n Yes XNo I N/A Remarks:

12. Are Limited Competitive Bidding purchase requests
for items that ínterface with existing departmental
equipment in compliance with SAM 3555,3?

I Yes XNo fl urn Remarks:

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB CorrectÍve
Action Plan documents?

X Yes nNo ilNn Remarks:

14, Are items checked immediately for content and
damage when delivered? X Yes Ë ¡to n N/A Remarks:

15. ls the "received copy" of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes nNo [] NiA Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

n Yes XNo [run Remarks:

17, ls FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

n Yes Xruo n uln Remarks:

18. ls the original"received copy" retained by the
command for completion and fonruarding to the FMS
when the complete shipment is received?

n Yes XNo ü rutn Remarks:

19. Are Damaged itemg. delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

X Yes f,No n ru¡n Remarks:
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STATE OF CALIFORNI/
DE'ARïMENT oo aor,*ro*r^ Htc'twAy pATRoL

COMMAN D INSPËCTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

' Purchases

2O ls Purcnasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellatlon
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

! ves XNo n N/A Remarks;

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of tíme. (SAM 8422,0)

I Yes X t'to n ru¡n Remarks:

22. Are copies of the purchase requisitions and purchase

orders maintained for three years after payment?
(SCM Vol, ll, Ch, 11, Topic 4)

n ves nNo E r'¡lA Remarks:

23, Are decisions documented to create a paper trail
docurnenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch. 2, ToPic '11)

X Yes ENo ürun Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Conhacts Code Section 10329)

I Yes X t¡o ilrun Remarks:

Cl{P 680C (Rôv. 09-0E) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA I{IGIIWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 1

Command:

Oakland Area
Division:

Golden Gate
Chapter:

4
lnspected by:

Serqeant D, G. Askew
Date:

1212312008
ange Fund, Counter ReceiPts'

and Transmittals

INSTRUcTIoNS: This document shall be typed. Check appropriate boxes as necessary, or fill i.n the blanks as indicated. Enter the chapter

nurnber of the ìnspection in the Chapter lnsfecfion number, Under "Forward lo:" enter tire next level of command where the document

shall be routed lo and its due date. This documenl shall be utilized to documenf innovative practices, suggestions for statewíde

irnprovement, identifìed deficiencies, corrective action plans, and may be used to appeal lìndings. A CHP 51 Memorandum may be used if

additional sÞace is requi

None.

An inspectìon of all 2008 transmittals, counter receipts, and petty cash documents was conducted.
There is adequate separation of duties between the sales of items, the collection of cash, the security of
cash, and the weekly transmittals as required in the State Administrative Manual (SAM). The Area has

a safe that is property secured and access is restricted. The Area commander, lieutenants, and

supervisors are actively involved in the command's físcal controls,



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA H]GHWAY PATROL

COMMAND INSPECTION PROGR,AM
EXCEPTIONS DOCUMENT
Page 2

Command:

Oakland Area
Division:

Golden Gate
Chapler:

4
lnspected by:

Sergeant D. G. Askew
Date:

1212312008
Fiscal Controls: Petty Cash/Change Fund, Gounter Receipts'

and Transmittals

Commander's R SE:

None.

or's Comments:

None.



STATE OF CALIFORNÍA
ÐEPARTMENT OF CALIFORNIA HIGI.IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENÏ
Page 3

Commandi

Oakland Area
Division:

Golden Gate
Chapler:

4
lnspected by:

Seroeant D, G, Askew
Date:

12t2312008
Fiscal Controls: Petty Cash/Change Fund, Counter Receipts,

and Transmittals

I Review/Dec¡sion: (Thts shatt be the ontv tevet of

Dete:
12t23t2008

nder's Signature (for appeal):



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls

Page 1 of 3

Oakland
Divlsion:
Golden Gate Dlvisíon

Number:

Evaluated by:

Serqeant D,G, Askew
Dete:

1212312008
by

N/A
Date
N/A

=::=E=:=::-======g-=:=============:=======::===ä=:=====::=Ë======::9-

orfillintheblanksasindicated,Anydiscrepancieswithpollcy,
e commented on via the "Remarks" section' Additionally, such

ons Document and addressed to the next level of command'

rective action(s) taken. lf this form is used as a Followup lnspection,

the "Follow-up lnsÞection" box shall bt marked and only defìcient items need to þe

TYPE OF INSPECTION

I Division Level I Command Level

I Ofrice of lnspections X Voluntary Self-lnspection

i:î (

Follow-up Required:
fyes XNo ! Follow-up lnspection

/ à..'uy-sç.
For applicable policies, refer to State Administrative
Manual (SAM), HPM 11,1, Chapter 4, and HPM 11.2,
Chaoter 2.

1. ls management actively involved in reviewing and
approving paperwork relatod to receiving and
preparinq colfections?

X Yes lNo ENln Remarks:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines

, for overall management and accountability of
receivínq and preparing collections?

X Yes ! tlo fl N/A Remarks:

3. Does the command have adequate separation of
duties for collections received? X Yes fl t¡o N N/A Remarks:

4. Does the command have adequate separation of
duties for the cash receipt process? XlYes ñ trlo N N/A Remarks:

5. ls access to the safe and/or vault appropriately
restricted? X Yes E Itlo -I N/A Remarks:

6. Does a record exists which identifies who has âccess
to the safe and/or vault and when changes In access
occur?

X Yes üNo D N/A Remarks;

7. Was the lock comþination changed when an excess
numþer of employees were aware of the
combination, transferred out of the Area, or no longer
reouires access?

X Yes n ¡¡o E ru¡N Remarks:

B. ls the safe securely anchored to the building?
X Yes Il tlo N N/A Remarl<s:

9. Are weekly transmittal reports prepared in
accordance with departmental policy? X Yes f-l No l-l rurn Rernarks:

10, ls the weekly transmittal report(s) submitted to Fiscal
Management Sectìon (FMS) wíthin fíve working days
followinq the week covered bv the report?

X Yes nNo n ru¡n Remarks:

C¡lP 600G (Rêv. 0e.08) oPl 010
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STATE OE CALIFORN¡A
DEPARTMENT OF CALÍ FORNIA HIGHWAY PATROL

]NSPECTION PROGRAM
Chapter 4
Fiscal Controls

11. Does the command submit the following forms
with the weekly transmittal when applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, Evidence/Property ReceipUReport

(Unclaimed Property),
(3) STD 634, Absence and AdditionalTime Worked

Report, for jury duty,
(4) CHP 221, Malicious Damage Report.
(5) CHP 464,Traffic Control Cost Estlmate -

Advance Deposit,
(6) Givilsubpoena.

fi ves XNo [run Remarks:

12, ls a memorandum for cash shortages prepared if
necessarv? X Yes ñ trlo fl ¡r¡n Remarks:

'13. Does the command ensure the information written on
the counter receipt is complete and lesible? [-1 Yes Xuo N N/A Remarks:

14, Was a counter receipt issued for each witness fee
deoosit received? X Yes f-l ¡rlo Fi ru¡R Remarks:

15. Was a counter receipt issued for each movle,
wide-load, and speciaI event detail(s)? l-lYes XNo N N/A Remerks:

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

fi Yes nNo il N/A Remarks:

17, ls sales tax added to items that are not for resale?
X Yes ñ ¡lo ll r'¡¡n Remarks:

18, Are all counter receipts pre-nunrbered and issued in

numerìcal seouence? X Yes f-l l.¡o EruN Remarks:

19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 2664,
Credit Memo - Non. Equipment?

X Yes !No u N/A Remarks;

20. ls the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? X Yes l-l No TI N/A Remarksr

21 . Are the CH P 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscal vear?

n Yes XNo ¡ N/A Renìafks:

22. ls the CHP 264 properly authorized?
X Yes l-l tlo N N/A Remarks:

23. Does the total amount of cash, receipts on hand, and
receipts in transìt equal the total of petty cash and
chanqe funds?

ffi Yes n ¡¡o Ü N/A Remarks:

24. ls there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or desiqnated person?

n Yes X tlo u N/A Remarks:

25. Are overages and shortages of the petty cash
funds reoorted to Fiscal Manaqement Section? X Yes E tlo N NiA Remarks:

CHP 6B0G (Rev. 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OI.J CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls

26. Were change funds used to cash checks, money
orders or cash ier/travelers checks? l*l Yes XI tto N N/A Remarks:

27, Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adequate to safequard cash?

EIYes n ¡¡o Erun Remarks:

28. Are all petty cash purchases under $50?
X Yes [-l tto [-'l tryR Rernarks:

29. ls petty cash used to purchase prohibited items?
lJ Yes Xruo N N/A Remarks:

30. Did the command circumvent the dollar limitation by

splittinq the purchase? l-l Yes Xruo ñvn Remarks:

31. ls a petty cash custodian designated by the
commander? X Yes ñ tlo l-l ru¡n Romarks:

CIJP 6B0G (Rcv.09.08) OPI 010



State of Califolnia

Memorandum

Date: July 1,2009

To: Golden Gate Division

Busiuess, Tlanspoúation and Housing Agency

FTOM: DEPARTMENT OF CALIFORNIA I{IGHWAY PATROL
Oakla¡d Area

File No.: 370.12322

:'Subjëotr' -RESPONSE-TO'OAI(LAND"AIIEA-COMMANID REIMBURSABTE* --
SERVICES INSPECTION REPORT

This memorandum is intended to serve as the witten l'esponse to the drafÍ comtnand
reimbu¡sable services inspection report of the Oakland Area,

lINpr¡f"G$ .RFOUIRTNG F'oI,I,Ovll-UR :

Finding I -. Agrec

Finding 2 - Agree,

c QRRECTIV,,F,,4 crloN PLAN I

The A¡ea self inspection and subsequent Division-level inspection identifiecl deficiencies jn the

maintaining of copies of all required documents in command files and timely submission of the

CHP 467, Btlling Memorandum - Reìmbursable Services, The Oaltland Alea has made

immediate changes in the procedures for 1he subrnission, processing, and tracking of
reimbulsable seryices agreements, Those revisions have been di.sseminated to the approptiate

Area personnel and the Area SOP is cutrently being revised to incorporate those changes,

Primary and alternate Reimbursable Selvices superisors have been selected to oversee the

subnrission, fiacking, and verificafion process. A¡ea has created a processing checklist to be

aftached to each request for reirnbulsable seruiccs, Thc checklist must be oompleted by the

applopliate sergeant, Alea Overtime Coordinator, and/ot'the clelical employee responsible for
submission of reimbul'sable seryices agreements. Upon submission for approval, the checklist

will be signed by the Area commander or designee and filed with Area copies of the documents.

cHP û1WP ltìov. 11'86) OPI 076

Safely, Service, and Securíty
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Golden Gate Division
Page2
July 1,2009

A server directory has been crcated to maintain, by year', electlonic vemions of tlle CI-IP 466,

Reirnbursable Services Control Log (tJnder $50,000); tho dilectory is accessible by Area
managers, supervisors, and appropliate suppoÍ staff, The Reirnbursable Services supewisors
will conduct quarterly inspections of the command fìles to confirm compliance with Department
poìicies and Area SOP, A member of Area management will conduct periodic spot checks to

verify cora¡rlianoe.

The con'ective action plan has l¡een successfully completed, with all Findings being addressed

and all recommendations implemented. Therefore, this will serve as a final report and no

quarterly updates will be necessary

Questions regarding this respons€ may be directed to Lieutenant B. J, V/hitten or me at (510)

450-3821.

è--^v'4-*__--*q
D, E, MORREI,L, Captain
Commandor


